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PART 1: INTRODUCTION TO ABDS

Welcome to the Automated Budget Development System User's Manual. This
manual explains how to use the Automated Budget Development System or, as it
1s commonly known, ABDS. This system is a powerful budgeting tool,
particularly useful in forecasting salary, fringe benefit, and personnel figures; and
it offers a host of other features making it easier and faster for you to prepare
budget information. It does not, however, replace your experience and Jjudgment
in making difficult budget decisions that are part of the overall budget
development process, nor can it substitute for your knowledge of historical,
current and prospective service needs specific to your department such as those
for supplies, equipment and other items essential for your operations.

The ABDS User's Manual will help you leamn and perform computer budgeting
functions used to:

forecast salary and fringe benefit expenditures

verify and modify personnel and salary information

produce personnel summaries (tables of organization)

develop proposed operating expenditures

justify in writing all expenditures by subobject code/index

apply attrition rates to salaries and fringe expenditures

incorporate service level adjustments (SLAs) into the base budget and
proposed additions (PATCs) into the core budget

prepare revenue information

generate a number of budgetary reports for your use and for submission to
OMB, and

® transfer expenditure and revenue figures from ABDS to FAMIS in
September

Staff from the Office of Management and Budget (OMB) and the Department of
Information Technology (ITD) continue to improve this budgeting system. This
mntroduction highlights the minor modifications made to ABDS since the last time
any major changes were made to the system (February 1994). It also identifies
certain conventions and defines terms used throughout the manual, summarizes
the manual's organization, and offers an overview of the entire system.
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Please note that this manual focuses on how to use ABDS to develop your budget
submissions. OMB will issue another document (sometimes with the ABDS
Manual) called the Annual Budget Submission Manual. This contains general
guidelines and specific instructions on how to put together the information created
by ABDS and you for your total budget package. This Annual Submission
Manual also contains the budget summary chart, a report submission check list,
non-ABDS forms, some capital budget guidelines, rates for fringe benefits, rent,
insurance, and phone costs, and other information essential for completing your
budget and submitting the final package to OMB.

What's New

Minor changes have been made to ABDS over the last few years.
No programming changes have been made since February, 1994.

The only changes made to ABDS are:

® the appearance of some of the screens and reports in order to accommodate the
new FAMIS 4.2 system, such as:

* expanded Index Code field
* expanded Subobject field

* the Fund field was dropped on some of the screens (e.g. BUDMDEPT)
in order to accomodate the expanded fields.

® due to the intricacies of database conversion and interfacing (i.e. going from
FAMIS 3.2 to FAMIS 4.2) the text justification from prior years cannot be carried
over. You must type in the text justification as needed while preparing the FY
1997-98 budget submission. For subsequent years, the text Justification carryover
function will be available.
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Conventions and Definitions

L4

Throughout the manual, certain terms and conventions--typefaces, use of bold
letters, and other devices—are used to help explain the material. These
conventions and terms are discussed below.

Conventions

®  Words, letters, and numbers you type into the system are shown between
single quotation marks. For example, to select the expenditure update
function, type 31" in the FUNCTIONNBR: field and press ENTER. You do not
type the single quotation marks in the field, only what is between them.

® All messages displayed by ABDS are shown betweén two quotation marks.
For example, when you update a screen the message "UPDATE
SUCCESSFUL" is displayed in the lower left corner of the screen.

® All fields discussed in the narrative are shown in small capital letters with a
different type style as they appear on the screen, often abbreviated and
followed by a colon. The term "field" is defined below. For example, to
select a division level search of records, type the division number in the piv:
field before pressing ENTER.

® All function and other computer keys that you press to perform some
activity are shown in bold. For example, PF6, delete, is used to delete a
personnel record from the personnel data base.

® Menus and screen names begin with capital letters, for example, the
Personnel and Rates Menu is shown on Screen 2.1.

Definitions

® Base: The first budget developed in ABDS is called base. It should be
viewed as if it were the budget necessary to maintain the current level of
services for the new budget year. All personnel-related salary and fringe
benefits are originally down loaded into the base column on expenditure
screens and reports. The number of base and end-of-year projection
positions should be the same. Operating and capital subobject dollar
amounts are also first entered by you into the base column. The base
budget is the starting point from which you apply service adjustments to
reach the core budget.
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® Core: Also called preliminary budget, core is the total, bottom line budget
figure provided by OMB to all general fund departments at the beginning
of the budget process. This figure is the target for which all expenditures
ultimately are prepared, probably using service adjustments, as the primary
budget submission to OMB. For departments that generate their own
revenue, core is the expenditure level allowed with no change in fees or
charges. Core is reached by applying service adjustments to base figures.

® Field: This is the area on a screen where you enter selection criteria,
function numbers, or budget information.

W System: This means the entire ABDS program.

® Subsystem: This means one of the major functions of ABDS such as
Personnel and Rates, Expenditures, or Service Level Adjustments.

¥ Default: This means the value, descriptive word or term or other
information (such as job classification titles, occupation code titles, pay
steps, retirement codes and dates) that ABDS will place in a blank field on
a screen after you update or add a record, if you do not enter the
corresponding information first. For example, when adding a vacant
position, if you do not specify a pay step in the Ay sTep- field, ABDS will
automatically put a "1" in that field; that is, the field will default to 1."
Not all blank fields have default values, since they do not affect salary or
fringe forecasts or personnel counts.

Other terms used in budget development are defined in the Annual Budger
Submission Manual and in this manual when a definition is relevant to the
understanding of a specific function or screen.

Organization of the ABDS Manual

The rest of part 1 provides an overview of ABDS. The remainder of the manual is
- organized as follows:

Part 2, Personnel and Salaries, explains how to look up personnel records,
including fringe benefit rates, how to add, update, and delete records; how to
update personnel counts; and how to apply attrition.

Part 3, Expenditures, explains how to review expenditure information, add
subobject and index codes, include text Justification for proposed expenditures,
and how to enter projected and proposed dollar amounts by subobject/index.

Part 4, Service Adjustments and Proposed Additions, covers how to reduce
base budget dollars to reach the core or preliminary budget provided by OMB and
to increase the core budget for maintaining, expanding, or adding new services to
your department. For proprietary departments, core expenditure levels are
assumed to be at the level of revenue with no fee Increases.

Part 5, Revenue, describes features and operations of the revenue subsystem of
ABDS.
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Part 6, Workload Measures, reviews how to use ABDS to prepare workload
measures for submission as part of your budget.

Part 7, Report Processing, tells you how to request various reports for your use
in preparing and reviewing your budget and for submission to OMB. (See Annual
Budger Submission Manual for a budget report checklist.)

Part 8, Information Tables, is where you will find information related to budget
development such as department, division, and index code details, a listing of
subobject codes, the pay plan, and pay exception information.

Part 9, ABDS Forecasting, provides details on how ABDS forecasts salary and
fringe benefit numbers.

Part 10, Link, explains a feature within ABDS that will enable you to move about
quickly from one function to another without using menus.

Part 11, B-PREP, identifies the steps necessary to prepare your budget for
transmission from ABDS to FAMIS once the Board of County Commissioners
has authorized new year appropriations. Usually, the full set of instructions for
B-PREP is sent to you in August.

Overview of ABDS

This section provides information on getting IDs and help, use of function keys,
signing on and off ABDS, screen formats, response time, and the first steps In
getting started.

IDs, Passwords and Security Access

To use ABDS, you must have an ID and password that gives you entry into the
main frame (host) computer at ITD. Generally, you will only have one such ID
and password for all applications residing on the host computer; however, to gain
entry to most applications like ABDS, your ID and password must be approved
specifically for this program.

1. If you do not have an ID/password to any main frame application, youcan
get one by completing an ABDS security access form and submitting it to
OMB. Forms are available from your budget analyst and one is included
at the back of this manual. Instructions for completing the form are on the
form itself. It takes about two weeks to get a new user ID and password.

2. If you already have an ID/password for another host application, but need
access to ABDS, you also must complete an ABDS security access form
and submut it to OMB. It takes about a week to activate your ID/password
for ABDS »

W
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Security within ABDS is by department or division(s), by function, and by inquiry
or update. You may have access to your entire department or only to a specific
division or divisions. You may be restricted to inquiry only with no ability to
change any information. You may have inquiry access to some functions and
update access to others. You may have access to all substyems within ABDS or
only those specifically identified on the security access form such as Personnel
and Rates, Expenditures, and Service Level Adjustments. As you complete your
security access form, you will establish the type of security for your ID; this form
must be approved and signed by the department director or designated
representative before submitting it to OMB.

Forms with each department's ABDS personnel with IDs/passwords and security
choices are sent to you each November for your review. All IDs used in ABDS
last year will be re-activated automatically. It will be the responsibility of
departmental liaisons to add new IDs, modify existing IDs, or delete unneeded
IDs by submitting new or modified security access forms to OMB. '

You may view your security information from any screen within ABDS. Just
press PF1, help, and then press PF11, security. You may change your own
ABDS password (not ID) from the CICS sign-on screen by typing in the old
password, then typing in the new password in the verification field and pressing
ENTER. After this you must use the new password to sign on to ABDS (or any
other host program). Remember, only you know your password. If you forget
your password, you must contact ITD to arrange for use of a new one. If you
forget your ID, OMB may be able to help you find it; ITD can also locate IDs.

Help
Training on ABDS is offered every year, usually in December. This training and
the ABDS User's Manual should answer virtually all your questions about using
the system. If you have questions about material in the manual, call your budget
analyst at 375-5143. For technical problems related to ABDS, you may be
referred by OMB to ABDS personnel at ITD. Please call OMB with technical
questions first. Non-ABDS related technical problems with your terminals or PCs
should be addressed to the ITD HELP desk (596-4357).

Function Kevs

Function keys perform specific tasks within ABDS depending on the screen
displayed. Function keys include ENTER, CLEAR, and PF. By pressing the
CLEAR key or a specific PF key, the requested function will be performed. If
your terminal/PC does not contain a required PF key, you may type the specific
PF key needed in the rResponse: field and press ENTER to perform the same
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function; for example, enter 'PF8", page forward, in this field and press ENTER
to perform the PF8 function.

Many terminals and PCs label function keys only with the letter "F" and the
number, for example F1, F2, F3, and so on. On ABDS screens and in this manual
the label is identified with a "PF", for example PF1, PF2, PF3, and so on. They
mean the same thing.

Depending on the software and hardware (emulation card/type of keyboard) you
are using in a PC for terminal emulation (host access), your function and other
keys (clear, escape, delete) may not work as labeled. (Letter and number keys
always work the same.) Every terminal emulation software/card comes with a
template that should show you the new address of function keys or key
combinations that serve as function keys. For example some software may
require you to press the ALT key in combination with one of the numeric keys
along the top of the keyboard to perform a function (in this case ALT 5 is the
same as PFS or F5). The CLEAR key may be the ESC key, the BREAK key or
‘some other key. If you have a PC, you must use your template to see which
function keys correspond to those described below. If your function keys do not
work m ABDS and you do not have a keyboard template, you must experiment
with various key combinations to find the correct match. An example of a
keyboard template is shown below. '

Figure 1 Sample Keyboard Template

 7r2) res) e | - v o] e

Several function keys are common to the entire system and will always perform
the same functions. Others have a couple of different functions. All are defined
below:

® CLEAR - takesyou one screen back to the previous function or menu.

¥ ENTER - is used to move to requested functions, scroll through files
(display records/screens one at a time), or display a record specifically
requested. The ENTER key function varies with screen displayed.
Section 4 of the screen will define ENTER key functions for that screen
(see Screen 1.3).
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® PF1 - (Help) displays a description of the current function. _
® PF2 - displays messages regarding ABDS, which you should read prior to

each session on ABDS.
PF4 - always adds a new record to the database from an add function.

PFS - always updates a requested record when you are within an update
screen.

® PF6 - always deletes a requested record when in a delete function.

PF7 - obtains the previous group of records on file in the personnel,
expenditure and revenue subsystems (page backward).

PF8 - obtains the next group of records on file for inquiry/update screens
(the page forward or browse function).

PF9 - allows you tq go directly to any authorized function requested
through the LINK cormmand.

PF10 - signs you off ABDS from anywhere in the system.

NOTE: DUE TO SECURITY REQUIREMENTS, YOU WILL BE SIGNED OFF COUNTY SOFTWARE PROGRAMS
SUCH AS ABDS IF THE COMPUTER/ TERMINAL YOU ARE USING IS INACTIVE FOR APPROXIMATELY TEN
MINUTES. IF SUCH A SIGNOFF OCCURS, YOU WILL NOT LOSE ALL INFORMATION THAT HAS BEEN
ENTERED IN A GIVEN SESSION. AT MOST . ONLY INFORMATION RELATED TO THE SCREEN BEING
VIEWED COULD BE LOST IF THE SCREEN HAS NOT BEEN UPDATED. IF THE MESSAGE "BACK-END
SYSTEM IS NOT ACTIVE" APPEARS FOLLOWING A TRANSACTION, PERFORM STEP 3 OF THE SIGN ON
PROCEDURE EXPLAINED LATER TO GET BACK INT O ABDS.

R ——

PF11 - moves you to personnel detail screens within the personnel, PATC
and SLA sections of ABDS, as well as to expenditure justification text
from the expenditure update screen.

PF12 - moves you between expenditure update and subobject add screens
for quick access between these two functions. PF12 also forwards you to
the next function within the PATC and SLA sections of ABDS.

PF13 - moves you between personnel update/inquiry screens to
expenditure inquiry screen and back to personnel inquiry (but not back to
update).

PF14 - clears an update screen of data to provide room for the next update.
This is called the REFRESH function.

PF19 - moves you to the justification text screen within the PATC and
SLA sections of ABDS.

ERASE EOF - This key is usually located to the left of the main part of
the typing keyboard on a terminal. The main purpose of this key is to clear
an active field on the screen of its old value and prepare it for a new entry.
The fastest way to replace old data in a field with new data is to press the
ERASE EOF key before entering new data into the field. On a PC
keyboard, this key may be represented by any number of other keys, the
END key for example; again please review the keyboard template for the
terminal emulation software you are using to locate corresponding PF keys
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described here. You may also use the DELETE or SPACE BAR to erase
data.

® RESKET - This key is usually located immediately to the left of the SPACE
BAR on the terminal keyboard. If for any reason the keyboard gets locked
up and you are unable to enter data into an active field, press the RESET
key. If this does not work, you may not be in a valid space on the screen
for data entry. Check the CURSOR placement on the screen, press
RESET and then TAB to the correct field. When you lock up the
keyboard, you should get a symbol in the lower left corner of your screen
like 2 "?" or an "X." Pressing RESET clears the "?" or "X" from the
screen. If you see a symbol for a clock, the computer is still processing
your request.

® TAB KEYS - These keys have arrows on them pointing in the direction the
cursor will move (several spaces at a time) if you press them. The
quickest, safest and most effective keys for advancing the cursor are those
with the cursor pointing to the left/right with a vertical bar immediately in
front of the arrow. These are the left and night TAB keys. The TAB key
will cause the cursor to jump forward or backward one field at a time in
ABDS. Other cursor advance keys (ARROW KEYS) will not guarantee
the placement of the cursor in the correct position within an active field,
but may help you navigate close to the field where you want to go.

Screen 1.1 Metro-Dade Logo

cce
CC CCCocoeeeeeott
-CCCC Coeeeoeetaee

FESIDENT &PPLICHTIONS:

CRIMINAL JUSTICE &ND COURTS
FOLICE SYSTEMS

FINARNCIAL SYITEMS

GENERAL GOU'T €5

WARTER #ND SEWER &

TRES ~ MMS (INUENTORY)

IEM GATEMRY

CRIMINAL JUSTICE ZRCKUR
WRSAT MILLENNIUM

HCF CHOST COMMAND FACILITY)
DEVELCPMENT CICS

FOLICE A3

DEVELTPHENT TS0

LEASE ENTER WFFLICATION CODE:

Signing On and Off ABDS

Some departments with major in-house computer systems may not sign on exactly
as explained below. If you do not get Screen 1.1 when you access the host, you
may be operating in one of these systems. Check with your department data
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processing staff. For all others, to sign on to ABDS, you must follow these steps
after establishing a link with the host computer:

1. From the Metro-Dade County logo screen (Screen 1.1), type 'G' in the
PLEASE ENTER APPLICATION CODE: field and press the ENTER key. This will
advance you to the CICS sign on screen (Screen 1.2).

2. Enter your user ID and password in the corresponding fields on the CICS
sign on screen and press the ENTER key. (For security reasons, your
password will not show on this screen.) If you are successful, the screen
will clear and give you a message in the lower left comer that says
"SIGNON IS COMPLETE," as shown on Screen 1.3. You are now signed
on to the host computer in the CICS environment.

3. Type BUDAMENU (see Screen 1.3) and press the ENTER key.

4. You are now within ABDS application, and the Departmental Menu with
the major functions of ABDS will be on the screen (Screen 1.4.)

Screen 1.2 CICS Sign on Screen

M MM EEEEEE TTTTTTTT RRRRRR 000000 InTornation
MMM MMM EE 1T RR RR 00 00 Technology
MM MM MM EEEE T RRRRRR 00 00 Department
MM MM EE hns RR R 00 00
MM MM EEEEEE T RR RR 000000

DDDID ARA DDDDD  EEFEEE
CICS/MUS RELERSE 2.1.Z2 DD D AR AA DD DI EE

Region IN: CICSFRDZ DD DD ARAAAAA DD DD EEEE
Startup date: 11-16-95 ID DD AA AA DD DD EE
Startup tim=: 12:16:37 DIIDD AA AA DDDDD EEEEEE

PLEASE ENTER - USERID:
PASSWORD:
NEW PASSWORD: NEL PASSWORD VERIFY:

FOR PROBLEM RESOLUTION PLEASE CALL THE HELP DESK AT: 596-HELP

Date: 11/13/96 Time: 03:58:23 Term 14d: L1Q? Net 1d: REUDLlQ?‘User 1d: sesesnes

To sign off ABDS, you:
1. Press PF10, exit, from anywhere in the system, or keep pressing the
CLEAR key until you get a blank screen.

2. Type BYE', press ENTER and you will return to the Metro-Dade logo
screen.
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Screen 1.3 ABDS Budamenu

SUDIHMENL

DFH35041 13:30:86 SIGN-ON 1S COHPLETE

Screen 1.4 ABDS Menu

AUTOMATED EUDGET DEVELUFMENT SYSTEM EUDMDEFT
LEPARTMENTAL MENU PUDALEPT
—— eyt -
FUNC NER DESCRIPTION

61 QAT MEAZURES

6z K DITURES (EASE)

83 PERZONNEL & RATES

@4 FROPOSED SDIITIONS TO CORE
65 SEFUCE LEVEL ADJUSTMENTS
(03 REUENUE

@7

@3 EFREP FROCESSING

@2 TAELE INQUIRIES

99 REPORT REQUEST

FUNCTION NER: LINK: RESPON3E:
USER: STZ FyY: 97 ENT: &1 DEPT: IT IlV: INH:

## PLEASE CHECK YOUR EULLETINS FOR UP-TO-DATE INFORMATION AEOUT AEDS ##
CLEAR-RETN ENTER-FEQ FF 1~HELP FF2-ELTN PF9-LINK FF10-EXIT
DEPTPM-@1 KEY IN SELECTION DATA — DEFRESS <ENTER>

Screen Formats

Each screen in ABDS has a similar layout. Referring to Screen 1.5, Personnel and
Salary Update, note that the screen is divided into five sections. Each section has
a specific purpose:

® Section 1, the first two lines, are header lines. The first line consists of the
date, system name (ABDS), and screen name. The second line consists of
the time, function or screen title, and function or screen name. The last

11
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four characters of the function or screen name make up the link code this
function. (On Screen 1.5 the link code is PS60. See part 10 for an
explanation of link.) '

™ Sectiori 2 is the main body of the screen and will contain personnel
information, expenditure data, menus, or other subsystem information with
additional functions. You will be able to enter data into section 2 only in
the update and add functions.

® Section 3 is the area where you must enter information in order for a
specific function to be selected, a specific action to occur and a level .
(department, division, index) of access to be determined or allowed due to
security. The USER;, Fy:, ENT;, and DePT: fields are loaded when you sign on.
The owv: field will be loaded if you have division security. Two budget
years are maintained within ABDS. You may view prior year ABDS
information by typing over the fiscal year (in the Fy: field) with the prior
year designation. The fields displayed in this section will vary depending
on the function currently being used. Menus display available functions,
while work screens (screens where specific budget information is accessed
or updated) display criteria relevant to that function only.

® Section 4 lists the function keys available for each screen displayed. Each
function key performs a specific task within that screen. (Note that on
Screen 1.5 the function keys are CLEAR, ENTER, PF1, PF2, PF4, PF5,
PF6, PF9, PF10, PF11, PF12, PF13, and PF14))

® Section 5 contains the message line. All messages relating to the displayed
screen will appear here, such as error messages, informational messages or
messages requesting a specific user action. :

Error Messages

12

As you progress through the system, you may inadvertently enter incorrect
information in a field where no data may go or where the data is inappropriate for
the field on the screen. If the screen responds back with "77" (question marks) in
any field or if any field is highlighted (brighter than the other fields), then you
must make corrections to those fields before taking to the next step. ABDS
recognizes errors only after you attempt to perform a function or if you try to
enter data in protected part of a field.

In the personnel and revenue subsystems of ABDS when a data entry error occurs
in one or more fields, the cursor jumps to the first place an error occurred (top to
bottom, night to left) and a "?" is displayed to the left of the field. To find out
more about the error, press PF12, errors?, and a message Indicating the correct
type of response to fix the error will be displayed on the bottom of the screen.
Screen 1.6 indicates an error occurred when trying to add a new record.
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Screen 1.5 Screen Layout

£0 BULGETY

E_UFMENT 3

"OSITION INFORMATION:
LNAME:
POS-TYPE:
HIATE:
INDEX CODE:
BUDGET-CT:

~EULGETED:

ORMATION:
FF ELIG D&TE

Y/ND
ENT: @1

" . ) F.
PF11-TETHIL FF1Z2-EF
N RECCRIt NOT FOUND

prey

HUTONGTED SZGGGET DEVELOFMENT 2
FERSONNEL AND SALARY UFLATE

OSITION INFORMATION:

INDE> COLE:
EUDGET-ST: 1
QCC COLE: Gag
PHRY-STEP: a|
FAY-EP:
SALARY INFORMATION:
FP  ELIG DARTE

JOE-CT: 1 El
OFF SUPFORT &

FATE: FRY-FER-EUDGETED:

STEF FRTE EXP URL

SAL:

LINK:
IT DIu: I
FFZ-ELTN  FF
FF13

DEL: <YsN)
Fv: ¢ ENT: ©1 DEFT:
~REQ-SCR FFI-HELF
NIT PFU1-DETHIL FF12-ERRORST

PSUP-ERRORCS> HAVE EEEN DETECTED AND MARKED WITH A ~9-.

UD  FFS~UPDL
FENIITURE PF14-REFREZH
PF12 TO SEE ERROR MSG.

Part 1: Introduction to ABDS

FUND:
FTE: @.0@
EILLY-HRS:

Fl:

FOR:

RESFONSE:
FLND:
FFS-UPT  FF&~DEL
ENDITURE  FF 14~REFRESH

3 D: Q¢
: G.00

EARG-UNIT: H

Z6  EBIWLY-HRS:

FI:- §

AMOUNT

FOF:

FESPONSE:
FUND:
PF&~DEL

In this example, when the person tried to add a record that had incorrect
information on the screen, ABDS responded with an error message as shown on
the bottom of Screen 1.6: ""ERROR(S) HAVE BEEN DETECTED AND
MARKED WITH A "?," PF12 TO SEE ERROR MSG." After pressing PF12,
ABDS attempts to explain the error, giving you some idea of how to correct it.
Screen 1.7 shows the error message after pressing PF12: "VPA CAN NOT BE
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USED WITH FILLED POSITION; CORRECT AND RESUBMIT." It appears
that someone tried to add two vacant positions but inadvertently entered an "F"
(for filled) in the Pos TvpE: field. For vacant positions, a "V*" must be entered in
the Pos Tvpe: field in order to add the record. To correct this error, simple type a
"V" in the Pos TvpE: field and press PF4 to add the record.

If information is entered into a space that is not designated to receive it (invalid
typing area), the system may return with a message that looks like "ERROR AT
6,25." The system is attempting to tell you that row '6', column '25' has invalid
characters in a field on the screen. Refer to the field where you typed the data to
see if it was invalid.

Screen 1.7 Error Message Displayed

12711756 AUTOMATED EUDGET DEUELCPMENT SYSTEN
17:02:5@ PERSONNEL AND SALARY UPDATE

OSITION INFORMATION:
LNRNME: ? FIRST: G MI: SSN: ? s
POS-TYPE: F RET-CODE: 21 EZEC-BEN: ? 2! EXEC-ADJ: GRLE. Q000 CP/DY
HDATE: G1/1°/1937 ADATE: @1/17-1957 LONG-YRS: @U EDATE: Q0006
INDER CODE: ? :- 3T ENT: 22 IEPT DIy SEC: FUND:
BULGET-ST: 1 EMP-CT: RE TERM-ST: FTE: ©.00
QCC CODE: @821 OFF SUPPORT SPEC 2 EARG-UNIT: H
PAY-STEP: @1 RRTE: 674.00 PAY~PER-EUDCETED: Ze EINLY=HRS: @30
FRY=-EZP:

[SALARY INFORMATION: Fi: S

FP ELIG DATE STEF FATE EXF UAl AMOUNT

SAL: FOR:

SSN: @DHRDIRER LEL: <v/ND LINK: RESFONSE:

USER: ST2 FY: ST ENT: 22 DEPT: CS TlIu: INX: FUND:
LEAR-RETN  ENTER-REQ/SCR  PFI~HELP  PF2-ELTN PF4-4DI  PFS~UPL  PFe~IEL
PFO-LINK  PF1G-EXIT PF11-DETAIL PF12-ERRORS? FF13-EXPENDITURE PF 14-REFRESH

PA CAN NOT BE USE WITH FILL POSITION: CORRECT & RESUBMIT.

Bulletin Board

The bulletin board function (PF2) will allow OMB and ITD to communicate
important information to you on-line. The PF2 function will contain information
about system features, problems, and other messages related to ABDS. This
information is updated regularly during budget development. This function is
accessible from any screen in ABDS. Please review these messages each time
you begin work on ABDS. For example, occasionally a subsystem (like
expenditures) will be closed to make a programming change. If you try to use this
subsystem you will get a message saying it is unavailable. The bulletin board
should have information telling you why the subsystem is down and when it will
become available again.

14
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Response Time

ABDS functions may be performed from any host connected personal computer,
displaywriter or terminal. With over one hundred transactions available, this
system provides extensive flexibility in budget development. For most of you, the
response time for all transactions will be good; however, some functions may take

longer for the computer to process. The following situations will affect response
time:

® Host connected personal computers may run slightly slower than a standard
terminal directly connected to the host computer.

® PCs or terminals connected via a telephone modem w111 run up to four
times slower than a standard terminal.

® The number of records that must be processed by a transaction will also
directly impact on the speed of the transaction.

A list of potentially slow transactions follows:
A. Expenditure Inquiries:

® Function 01: Expenditure Inquiry by Fund/Department
Function 02: Expenditure Inquiry by Division/Fund
Function 03: Expenditure Inquiry by Index/Fund
Function 04: Expenditure Inquiry by Index/Division
Function 09: Aggregate Inquiry by Subobject/Department
Function 10: Aggregate Inquiry by Subobject/Division

® Function 13: Index Total by Project within Subfund
B. Position Adds/Updates:

®  Function 60: Position Record Add/Update
C. Proposed Additions to the Core/Service Adjustments

® Function 07: PATC/SLA Department Summary
® Function 08: PATC/SLA Fund Summary
®  Function 55: PATC/SLA Total Dollars

15
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Departments most affected by the above transactions will be those with a large
number of funds, divisions, and index codes within their organization. Due to the
large number of records to be read, processing time will be slower. )

Should you discover other sources of consistently slow response time, please
bring them to the attention of your OMB analyst so that the problem may be
reviewed.

Getting Started

Once you have signed onto ABDS, the Departmental Menu Screen will appear,
showing the primary ABDS functions (Screen 1.8).

The functions listed on this screen are the major subsystems of ABDS. Within
each function on this screen are additional menus with options available to you for
that specific subsystem. By selecting these menu options, from general options
on initial menu screens to very specific options in later menus, you are telling
ABDS to execute a specific feature of the system.

To proceed to the desired budget functions from the departmental menu:

1. Review the menu options and determine the item to be selected.

2. Type the number of the desired function in the FUNCTION NBR: field.

3. Type any additional selection criteria you want (division, index, or fund).
(Use the TAB key to move from field to field.)

4. Press the ENTER key. This will send you on your way to the requested
ABDS subsystem.

Screen 1.8 ABDS Departmental Menu

11713795 AUTOMATED BULDGET DEUELOFMENT SYSTEM ~ EUINDEFT
GS:00:34 TEFARTHMENTAL MENU EUDADERT

e e sttt e, e e . 2

WORKLOAT MEXSURES
ESPENDITURES ¢ b
FERSONNEL & RATES

PROFOSED #DDITIONS TO CORE
SERUICE LEVEL ADIJUSTHENTS
REVENUE

EFREF PROCESSING
TAELE INOQUIRIES
REFPCRT RECUEST

o e — ——— e ——

|
|
?
!

FUNCTION NER: LINK: RESFONSE:
USER: ST2 Fy: 97 ENT: @1 DEPT: IT ITiIU: INX:

*# PLERSE CHECK YOUR EULLETINS FOR UP-TO-DATE INFORMATION AEOUT AEDS ##
CLERR-RETN ENTER-REL PF1-HELP FFZ-ELTN PFS-LINK PF10-EXIT
DEFTPM-B1 KEY IN SELECTION DATA — DEFRESS <ENTER>
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Initial Steps

If this is the first or even the seventh time you have used ABDS to prepare your
budget information, you should request several reports before you make any
changes to personnel or expenditure screens. The following is a list of some key
reports you may want to have printed right away by report title with the ABDS
report number in parenthesis. Part 7 of this manual explains how to request
reports.

[1 B-2 Salary Forecast (742)--All filled positions as of the down load will be

showing on this report. A part-time filled report also comes with the B-2.

[ Personnel Summary by index (750) '

[ Expenditure by department (720), division (728) and index (721)
These reports contain the personnel counts and expenditure data first generated by
ABDS. Once you start making changes in the ABDS subsystems, then a host of
other reports will be of value to you for information internal to your department
and for submission to OMB.
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NOTES

18




PART 2: PERSONNEL AND SALARIES

One of the first steps In preparing departmental budgets is calculating salary and
fringe benefit figures. ABDS will assist you with most of these calculations. In
December each year, payroll files for each filled full-time and part-time position
are down-loaded by department into the ABDS personnel system. With this
information, ABDS automatically calculates subobject codes related to salary and
fringe benefits, those shown in Table 2.1. These subobject codes can be updated
for expenditure screens and reports only through the ABDS personnel, SLA and
PATC subsystems. All other salary/fringe subobjects codes are open to you for

- direct input in the expenditure subsytem. ABDS also automatically computes the
number of full-time positions by occupation code (personnel summaries) through
the personnel subsystem and provides a report for all part-time positions.

TABLE 2.1 SUBOBJECT CODES AUTOMATICALLY
CALCULATED BY ABDS
"Old" Codes [DESCRIPTION "New" Codes
FAMIS 3.2 FAMIS 4.2

0101 [regular salaries 00110
0120 part-time salaries 00112
0140 social security 01010
0141 retirement _ 01011
0143 life insurance 01111
0150 holiday pay* 00151
0151 ivacation pay* 00152
0154 longevity pay 00125
0157 executive benefits ' 00120
0169 sick leave reimbursement* 00195
0171 overtime for social security* 4 01094
0172 overtime for retirement* 01095
0175 flex benefit dollars 00122
0176 overtime retirement/high risk* 01096

* These codes require some other action by you before

ABDS will enter figures in them. For example, when you

flag a person for retirement, the accumulated holiday,

vacation and sick leave payouts are computed and entered

here by ABDS. Entering figures in codes 00160 or 00161

will cause ABDS to compute regular or high risk retirement

for overtime and for social security.
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Part 2: Personnel and Rates

Vacant positions are not loaded into ABDS in December. Vacant positions do not
exist in the payroll file; therefore, ABDS can not place them within a department.
ABDS does have a feature that will allow for the addition of up to ten vacant
positions with minimum effort at one time.

ACCESS.

NOTE: THIS MANUAL DESCRIBES HOW TO USE ALL FUNCTIONS OF ABDS REGARDLESS OF SECURITY ]

A ——————

The main functions within the personnel subsystem of ABDS are to:
® View and update multiple position record summaries by name, social
security number or occupation code order (Functions 01, 02, 03).
® View individual detail records by social security number (Function 04).

® Add, modify, and delete individual detail records by social security number
(Function 60).

® Add vacant and newly filled positions (Functions 01, 02, 03 and 60).

® View personnel summary data by department, fund, division, section,
subfund, project, or index code. These mquiries show the number of
positions by occupation code (Functions 21 through 27).

® Update personnel summaries at the index level (Function 68).

® View county fringe benefit and insurance rates (Functions 50).

® View attrition by department, division, and index (Functions 51 through
53). o

® Update attrition by department, division, and index (Functions 71 through
73).

Personnel and Salary Inquiries and Updates

Entering '03' in the FUNCTION NBR: field on the Departmental Menu Screen and
pressing ENTER will bring up the Personnel and Rates Menu (Screen 2.1). The
Personnel and Salary subsystem of ABDS is divided into three
sections--Personnel Detail, Personnel Summary, and Fringe and Attrition Rates.
Updates and inquiries are on the same menu.

Each of the personnel detail functions is described next.

® Function 01 Multiple by Name - displays summary information for
multiple position records in alphabetical order within the level you selected
(department, division, or index).

® Function 02 Multiple by Social Security Number - displays summary
information for multiple records in social secunity number order for the
level you selected (lowest to highest)

20
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® Function 03 Multiple by Occupation Code - displays summary
information for multiple records in a occupation code sequence (lowest to
highest) at the level you selected. '

" Function 04 Inquiry Detail by Social Security Number - displays a specific
individual detail record for viewing only.

® Function 60 Personnel and Salary Update - usually displays a blank update
screen where you can add vacant or filled positions that were not part of the

payroll down load in February. You can also update and delete individual
records with this function.

To review, update, and add personnel records, you select from among the
functions under personnel detail. These records are the source for most of the
salary and fringe benefit figures automatically loaded in the appropriation
(expenditure) reports and shown on expenditure screens. You can view both
multiple summary screens and individual detail screens from this menu. You may
also use Function 60 to select a specific individual record to update, using a

- person's social security number, by-passing the multiple update screens.

Multiple personnel functions are described next.

Screen 2.1 Personnel and Rates Menu -

HUTOMATED BUDSET DEVELOFTENT SiSTEM
PERSONNEL AND RATES MENU

R e e S —
FERSONNEL IETHIL | FERZONNEL SUMMARY | FRINGE & ®TTRITION RATES |
L P — e e —— +
G1 MULTIFLE  EY NAME 1 21 INC LEFT LEVEL | Ef@ INQ COUNTY RATES !
@2 MULTIFLE  EY 36N | 22 INO FUND LEVEL | 51 ING DEFT LEVEL ATTR |
@3 MULTIFLE E®Y QCC | 23 INQ DIV LEWEL | 82 ING DIV LEUSL ATTR |
@34 IND DETAIL BV E3N | 24 ING SECT LEVEL | B3 INO INIEX LEVEL &TTR |
o0 UFD DETAIL EY SSN | ING INDEN  LEWEL | T1 UFD DEPT LEVEL ATTR |
ADND/MOD/DEL ] INQ SUEFUND LEVEL | UFD DIV LEVEL ATTR |
| ING FROJECT LEVEL | T3 UPT INDEX LEUVEL ATTR |
| UFD INDEX  LEVEL | |
i | |
+

MV N
O-yom

Qi-—-——___.________—;.___._-—————_.‘__._

FUNCTION NER: LINK: RESPONSE:
USER: $T= : 97 ENT: @1 IEPT: IT DIV n: FUND:
0oCC: SEN: PEQJ: SFUND:

LNRNE: FNAME:

CLEAR-FETN ENTER-FEQ FFI1-HELF FFZ-ELTN FF9-LINK PFI10-EXIT

SMN-PM-01 KEY IN SELECTION DATA ~ PRESS <ENTER)

Multiple Position Record Inquires and Updates

You may review multiple summary position records by employee name, social
security number, and occupation code. Records may be displayed at the
department, division, or index level, depending on what you enter in the DIv:, INx:
and FuND: fields near the bottom of the screen (or for which you are limited by
your security access level). Table 2.2 displays the selection choices with available
access levels for personnel detail.
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TABLE 2.2 MULTIPLE POSITION RECORD
FUNCTIONS AND ACCESS LEVEL
RELATIONSHIPS
' Department
Function 01 e
D
Name (Alphabetical Order)  |—vioro®
Index
Department
Function 02 -
D
SSN (Lowest to Highest) | —vion
Index
Department
Function 03 .
Occ Code (Lowest to Highest) Division
Index

‘Screen 2.2, Position Summary by Name, displays a number of summary personnel

records at the department level. Once you have this screen showing, you have
several choices for further action. These choices work in all multiple personnel
detail functions.

Screen 2.2 Position Summary by Name

RUTOMAHTED EUDGET SYSTEM EUDMFSEN
POSITION SUMMARY BY NAME EUBAFSO1

IEPARTMENT : IT ITD-INFORMATION TECHNOLOGY DEFRRTHMENT

isU SOCIAL SEC VA GCC  OCC TITLE
174~ “ A ]
a7s-
267~
251-
26z~
594-
361-
202- . IT254E54
590- - AL IT254270
266~ : 17254159

Fa
1@
EE
10
o7
[0
@3
@e
1
03
10 2421.08

L

LAST NAME: FIRST INIT: LINK: FESPONSE:

USER: ST2 Fy: 97 ENT: @1 DEPT: IT DIu: INY: FUND:
CLR-RETN ENTER-REQ PF1-HELP PF2~ELT PFT7-BUD PF&-FUD PFS-LINK FF18-EXIT PF13-EXF
PSB1PM-14 USE PF? OR PFS TO SCROLL THRU POSITIONS

1. Select PF8 to page forward to see more records for the level you chose
(i.e., more records in the department, division or index). When you get to
the last record for the level, you will get a message "ALL RECORDS
DISPLAYED; PF8 TO BEGIN AGAIN"; pressing PF8 will bring you
back to where you started.
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2. If you have used PF8 to go to a second or more SCreemns, You can press
PF7; this will page backwards until you get back to the first screen you
brought up. PF7 and PF8 work in all screens under personnel detail.

3. You can enter a different division number in the piv: field, press ENTER,
and bring up records for that division.

4. You can enter an index code in the INx- field, press ENTER and bring up
records for that index code only.

5. You can erase the division number and index code from their respective
fields, press ENTER and bring up records for the department.

6. You may also position yourself at a specific place within the multiple
records by typing a partial name, social security number or occupation
code (in Functions 01, 02 or 03, respectively) in the corresponding field
and performing the record function. For example, if you type "W" or
"WIill" in the LAST NaME: field (using Function 01) and press ENTER,
ABDS will take you directly to the names beginmng with "W" or "Will."

TO VIEW VACANT POSITIONS, USE THE SOCIAL SECURITY NUMBER FUNCTION,
SINCE VACANT POSITIONS ARE NUMBERED SEQUENTIALLY USING THE LAST
FOUR DIGITS OF THE SOCIAL SECURITY NUMBER FIELD (001, 002, 003), OR YOU
CAN ALSO USE THE NAME INQUIRY SINCE ALL VACANT POSITIONS USE
“VACANT", AS A DEFAULT IN THE LAST NAME FIELD. :

Once you finish reviewing multiple records (inquiry only), you have three choices
for selecting detail records.

1. You enter an T for inquiry in the far left column headed by w for one or
more records for which you want to see more detailed information than is
shown on the summary screen; pressing the ENTER key will bring up the
first detailed inquiry record you selected; pressing ENTER or CLEAR
will bring up the second record you selected and so on. When the last
record you selected for a detailed view is showing, pressing ENTER or
CLEAR will bring you back to the multiple summary screen where you
started.

2. You enter a 'U' for update in the far left column headed by 1 and press
ENTER to bring up the detailed update screen, which looks 1dentical to
the detailed inquiry screen. You may also select more than one record to
update by placing a 'U' to the left of all the records you wish to update and
press ENTER to bring up the first record you selected. Pressing ENTER
or CLEAR after each record comes will bring up another record you
indicated or, after updating the last record you selected, will bring you
back to the multiple summary screen.

3. You may select both inquiry and update on the multiple screen by typing
an T for inquiry and "U" for update in the far left column and press
ENTER to bring up the first record and continue as explained above.

TIP OFTEN THE FASTEST WAY TO GET TO THE TOP OF THE /U FIELD,
WITH A PC, IS TO PRESS THE HOME KEY OR TAB KEY.
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Screen 2.3 displays multiple position summary records by social security number
from lowest to highest at the index level, and Screen 2.4 shows multiple position
summary records by occupation code from lowest to highest at the department
level. Screen 2.5 shows a detailed personnel record for one person selected using
Function 04, detail inquiry by social security number; note the social security
number 1s showing would be showing in the soc sec: field in the lower left corner,
except it has been blanked out since real records are being used in these screens.

Screen 2.3 Position Summary by Social Security Number

1171379 ' AUTOMATED BRURGET SYSTEM
12: 10: 09 FOSITION SUMMARY EY SOC SEC

DEPAR ITD-INFORMATION TECHNOLOGY DEFARTHENT

NAME 0CC  ©CC TITLE INLIEX
1 IT254354
IT242104
17323491
ITZ5437T0

- ITZ54876
© ITSS4409
1TZ54292
I1TZ84z92
ITZ84 136
ITZE4441

EI-RATE SALARY
2152.60 :
1308.60
1583. 60
2654.00
2372.00

. A b et et ettt ma s )

S0C SEC: LINK: RESFONSE:

USER: £€TZ FY: @7 ENT: @1 IEPT: IT LIU: I FUND:
CLR-RETN ENTER-REQ FF1-HELF PFZ~ELT FFT-EMD FFS-FKD F LINK PF10-EYIT FFI13-EXF
FSOZPM-14 USE PF7 OR PF2 TO SCROLL THRU FOSITIONS

Screen 2.4 Position Summary by Occupation Code

11713796 AUTONWTED BUDSET SYSTEM
12: 11:42 POSITION SUMMARY BY OCC CODE

LEFARTMENT : IT ITD-INFORMATION TECHNOLOGY DEPARTMENT

EI-RATE
1104.060
1156.006
1155.00

818.60
1184.00

£54.00
1377.00
1208.66
1268.60
1123.60

17U SOCIAL SEC NAME 0CC  ©oCC TITLE INDEX
095- 8012 CLERK 3 17324421
105- @012 CLERK 17324509
263- 8812 CLERK 17324491
561~ 8812 CLERK 17248095
586~ 0012 CLERK 17254547
593~ 8912 CLERK 17265637
262~ 0013 CLERK 17254136
878~ 0051 ADMIN SECR 1 IT304920
284- BO51 ADMIN SECR 1 ITZESe3T
25%4- 0063 SEC/ARSST DEP IT3I24E525

LA RAR AN NP
[ A 1

0CC CODE: S0C SEC: LINK: RESPONZE:

USER: ST2 F7: 97 ENT: 81 DEPT: 1T TiIU: INK: FUNI:
CLR-RETN ENTER-REQ FF1~HELP FFZ-ELT PFT-EHD PFe~FHD PFS=LINK PF1G-EXIT PF13-E/P
PSO3PM-14 USE PF7 OR PF8 TO SCROLL THRU POSITIONS .
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Screen 2.5 Detail Personnel Record

1171379 HUTOMHTED EUDGET DEMELOFMENT SvSTEM
12:13: 40 FERZONNEL AND' SALARY  INQUIRY

‘0SITION INFQRMATION:
LNAME | FI
! OLE: Z1 : K
! ADATE: o LONG=4 TE H /16715
INDEX CODE: ) ENT: 11 IEFT IT U Ch FUND:
EULGET-ST: JOE-ET: 1 ENP=-3T: FHA
913 CLERK 4
FHRTE: 1377.90  FAY-FER-ZUDSETED:

INFORMATION:
ELIG DSTE STEF F EXF URL
O8/267 1948 T

LINK:
ENT: 01 DEPT: IT IiIU:
FF1-HELP  PF2-FLTN FFS-LINK FFI0-EXIT
FF 1S-EXPENDITURE

You may also view a salary and fringe detail screen for a an individual record by
pressing PF11 from the detailed record screen. (See Screen 2.6.) This screen
displays the person's social security number, name, occupation title and code and
the breakdown of fringe benefits forecast for the new year. This screen also
displays termination and sick leave pay for those individuals who are flagged for
retirement, which is explained later in this part of the manual. Press CLEAR to
return to the previous screen.

Screen 2.6 Salary/Fringe Detail

AUTOMATED FUDGET LEVELUFMENT S X EUINMF393
SALARY AND FRINGE DETAIL EULWFS93

SALARY AMOUNT: 35,202
: z,209

INS AMOUNT:
LONGEUITY EIMIIUNT:
FROFE3SIONAL LIARILITY:
EAEC BENEFIT &MOUNT:
HOLIDAY AMOUNT:
ANNUARL AMOLINT:
SICK AMOUNT:
FLEX RMOUNT:

FRINGE TOTAL: 13,787

————— e et -

TOTAL FORECAST AMQUNT: 50,589

LINK: RESPONSE:
USER: ST2 FY: 92 ENT: 19 DEPT: IT DIU: Ot INN: FUNEi:

PS93-PM-03 PRESS CLEAR TO RETURN.

Individual Detail Records—Adding, Updating, and Deleting

Detail records can be added, updated, and deleted by using Function 60 on the
Personnel and Rates Menu or by using Functions 01, 02 and 03 then moving to a
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detailed screen. You need to add records if someone has been hired into a position
that was vacant after the personnel records were loaded into ABDS (no vacant
positions are down-loaded when records are transferred from the payroll system to
ABDS) or if you have vacant positions that should be shown in the base budget,
i.e. the vacant positions you need to add are part of your current year authorized
positions. Remember the following guidelines when adding new positions or
when updating existing personnel information.

® Requested funding should be calculated using the appropriate pay steps and
occupation codes at pay plan rates. (See ABDS pay plan and pay exception
codes in the information tables.) Positions scheduled for less than full year
staffing should include funding sufficient only for the scheduled period that
the position will be filled. (Use the hire date field to control pay periods.)

® Salaries do not have to be adjusted for wage accruals. The FAMIS system
accrues earned wages and fringe benefits from one year to the next, and, as
aresult, only the annual salary of each position is forecast. Wage accruals
adjust for the number of days of actual work during the month rather than
for pay days or pay periods.

® As arule, personnel counts for base budget and end-of-year projection
positions should be equal as shown in the Personnel Summary. Positions
for new or expanded services should be identified and added in the
proposed additions subsystem.

Adding New Position Records
There are two ways to add a new position record;

1. Select Function 60 from the Personnel and Rates Menu. Screen 2.7, blank
personnel detail screen, will usually appear; however, if fields on the
screen contain personnel information, you can clear the screen of this data
by pressing PF14, refresh. If, however, the record details are similar to
the one you wish to add, then just over type those fields that need
changing and press PF4, add, and the new record will be added to your
personnel data base. (The original record that you over-typed will remain
in the data base.) On a blank screen fill in the appropriate information in
the blank fields. Use the TAB keys to move around this screen most
efficiently. Fields required for adding a position are highlighted on the
screen and explained below.

2. When in a update record (detail) from Functions 01, 02 or 03, you may
over-type any fields with new information for a filled position and press
PF4 to add the new record to the data base. You can also use the PF14
key to clear the screen and type in position information; then press PF4 to
add the record.
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Screen 2.7 Blank Personnel Detail

RUTOMATED EUDGET LEVELGFHENT X . EULMF3e0
FERSONNEL AND SALARY UPLATE

‘OSITION INFORMATICON:
LNAHE: ¥ MI:z
FOS-TYFE: : % EXEC-ADJ -
HIARTE: 2031 ¢ LONG-YRZ: i :
INDEX COLE: : DEFT Iy H FUND:
BUDGET-ST: JOE-3T: HP-CT: TERM-ET: FTE: @@
SEE EARG-UNIT:
D.00 FAY-FER-EULIGETEL: EIHLY-HRS:

SHLARY INFORMATION: FI:
FF ELIG DATE STEF EATE EXF UAL  AMOUNT

FOR:

SSEN: wIenIIGan IEL: <MD LINK: RESPONSE:

USER: €TZ Fr: ST ENT: @1 DEFT: IT DIU: O1 INX: FUND:
CLEAR-RETN  ENTER-REQVSCR  PF1-HELP  FFZ-ELTN FF4-ADD  PFS-UFT FF&6~DEL
FO-LINK PF10-EXIT PF19V-DETAIL FF12-EFRORS?  PF13~EXPENDITURE PF 14-REFRESH
SECPM-02 POSITION RECORD NOT FOUND

If you are adding a vacant position, you must fill in the following:

® pPOs-TYPE: "V' must be entered
B occcobe: occupation code number
® INDEX CODE: position's index code
If you are adding a filled positions, you must fill in the following:

® pos-TYPE: F' must be entered

® occ copE: occupation code number

" (NAME: employee's last name

® ssn: employee's social security number

® NDEx CODE: employee's index code
If a vacant position is being added for an occupation code not currently in the pay
plan, use occupation code 9900, titled "new class." Thisis a step 99 position so

the biweekly rate must be entered by you in the RATE: field. Be sure to write the
mntended title on the personnel summary report.

Multiple vacant positions can be added (maximum of 10 identical positions at one
time) by entering the number of positions in the vPA: vacant positions to be added
field in the upper right part of the'screen. All of the position information will be
identical with the exception of the social security number, which ABDS
automatically assigns when you press PF4. The more positions added at one time,
the longer this function will take.

Multiple vacancies, once added, are numbered sequentially beginning with 1 in
the last four digits of the social security number field.
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You may view a salary and fringe detail screen for a particular position by
pressing PF11 from the personnel and salary record add screen. Pressing CLEAR
will return you to the previous screen. ’

AFTER ADDING OR UPDATING A RECORD, YOU MAY WISH TO VIEW THE IMPACT
ON SALARY/FRINGE FIGURES. YOU CAN DO THIS QUICKLY USING THE PF13 KEY,
WHICH PROVIDES A DIRECT LINK TO THE EXPENDITURE INQUIRY SCREENTO

"WHICH THE SALARY/FRINGE FIGURES WILL BE POSTED FOR THE PERSONNEL

RECORD YOU WERE WORKING ON. YOU MAY RETURN TO A PERSONNEL INQUIRY
SCREEN FROM THE EXPENDITURE UPDATE SCREEN JUST AS QUICKLY BY AGAIN
PRESSING PF13.

The following defines other fields on the position add screen:

JoB sT: Job Status Code

EMPL ST: Employee Status Code

RET CODE: Retirement Code

BARG UNIT: Bargaining Unit Code

ExeC BeN: Executive Benefits (if applicable)

EXEC-ADJ: Salary adjustment field for step 99

PD: Percent or dollar code for executive adjustment value
FTE: Full-time equivalent calculation

Fi: Forecast indicator. "S" means system forecast; "L" means load forecast;
"O" means system override.

® pp: An updatable field that can help you attain an accurate salary forecast
for non-standard positions.

ELIG DATE: Date individual is eligible for a merit raise.

PAY ExP: Pay Exception—-Up to twenty pay exceptions are possible. The
same exception codes should be used as those used in the county's payroll
system. This is not a commonly used field. The step and rate will be
adjusted based on the pay exceptions.

NOTE: CODE TRANSLATIONS FOR JOB STATUS, BUDGET STATUS, EMPLOYMENT STATUS,
RETIREMENT STATUS, BARGAINING UNIT, PAY EXCEPTIONS, AND EXECUTIVE BENEFITS ARE
AVAILABLE FROM YOUR DEPARTMENTAL PERSONNEL OEFICER OR THE ADMINISTRATIVE SERVICES
DIVISION OF THE PERSONNEL DEPARTMENT. IN ADDITION, PAY EXCEPTIONS CAN BE VIEWED BY
SELECTING FUNCTION 03 IN THE PERSONNEL TABLE INQUIRIES. EXECUTIVE BENEFITS CODES CAN
BE FOUND IN THE COUNTY RATES (FUNCTION 50) SECTION ON THE PERSONNEL AND RATES

R R

Salaries for positions are forecast by determining the number of pay periods that
are required before going on to the next pay step. See part 9 of the manual for a
discussion of how ABDS forecasts salaries, including 3-step, 6-step, and 8-step
pay ranges.
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Most departments should use the automatic forecasting available in the personnel
subsystem when adding or modifying records. For those of you with positions that
are going to be added to your department that do not readily fall under the
standard pay step forecasting method, review the procedures explained below
under the heading "Controlling Salary Forecasts" to see how you can manipulate
certain fields to change salary/fringe forecasts.

Table 2.3 on the next page identifies most fields that can be modified, default
values (information that ABDS supplies if you leave a field blank) for both filled
and vacant positions, optional and required fields, impact on salary/fringe
forecast, and brief explanatory notes.

Updating Detail Records

Function 60 on the ABDS Personnel and Rates Menu can also be used for
updating existing position records, as well as Functions 01, 02 and 03. Individual
records are accessed by social security number in Function 60. If you need to
access an individual position record from the multiple update screen, place a 'U' in
the I/U column at the left of the screen and press ENTER.

To update a detail record, follow these steps:

1. TAB to the data fields you want to change.

2. Enter the desired changes where the TAB key takes you.
3. Erase or over-type old data.

4. Press PFS5 to update the record.

Once in the detail update screen for the desired position, pressing PF11 will
access the salary detail screen. Pressing CLEAR will return you to the detail
screen.

Step 99 positions do not have merit raises tied to the step system. You can give
step 99 employees merit raises in the detail record. Follow these steps:

1. On the detail screen, TAB to the exec-apy: field and type in a bi-weekly
dollar amount.

2. TAB to the Py field and type in ‘D' for dollar to indicate to ABDS that
the increase is a biweekly dollar.

3. Press PFS to update the record, or

4. TAB to the exec-Apu: field and type in a percent increase (just the number,
not the percent sign)

5. TAB to the (poy). field and type in 'P' for dollar to indicate to ABDS that
the increase is a percent increase.

6. Press PF5 to update the record.

ABDS will compute the bi-weekly amount for either the dollar or percent update;
this amount will be displayed in the exp vaL field. The biweekly rate plus the
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amount in the exp vaAL field times the number of pay perlods totals the salary
forecast.

Executive benefits are calculated for eligible positions by entering the appropn'ate
benefit code in the exec Ben: field. This amount can be seen in the salary/fringe
detail screen by pressing PF11 from a detail record.

Part-time, temporary and seasonal positions (budget status 3) are updated and
added in the same manner as full-time positions. Default values for part-time
positions for pay periods worked and biweekly hours are lower than for full-time
positions. Part-time positions are not included in personnel summary totals.

Table 2.3 below indicates default values and other information for all position
fields on personnel detail screens.

Table 2.3 Default Values for Personnel Subsystem
Field Name Filled Vacant Affects Default Value/Notes
Forecast |
LNAME Required Default N Vacant
FNAME Required Default N Vacant
Mi Optional Optional N
RET CODE Default Default Y 2!

SSN Required Default N 000-00-001, then in sequence
EXEC-BEN Optional Optional Y Use for step 99 fringe
EXEC-ADJ Optional Optional Y Used to give step 99 pay raise

(P/D) Required Required Y Only if EXEC-ADJ is used

VPA N/A Optional N Vacant positions to be added-max of 10

HDATE Default” Default Y Current Datc
ADATE Default Default Y Hire Date
LONG-YRS Optional Optional YN Over 15 years $ variable
BDATE Optional Optional Y/N Could affect retirement eligibility
INDEX CODE Required Required N Defines department/division/index relationship
BUDGET-ST Default Default Y I=Full-time
JOB-ST Default Default N 1
EMP-ST ABor AE AB or AE y BS 1o0r2;BS3
TERM-ST Optional Optional Y “T" flagged for termination
OCC-CODE Required Required Y
PAY-STEP Default Default Y Step 1
RATE Default Default Y Based on occ code and step
PAY-PER-BUDGETED Defautt Default Y 26 for full-time; 9 for part-time
BI-WEEKLY HRS Default Default Y 80 hrs for full-time; 40 hrs for part-time
PAY-EXCP Optional Optional Y
PP1 Optional Optional Y
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NOTE: SINCE THERE IS NO STEP SYSTEM FOR STEP 99 EMPLOYEES, ADJUSTING FOR MERIT
RAISES IS NOT ALWAYS A SIMPLE PROCESS. OFTEN YOU MUST MAKE TWO ADJUSTMENTS
BECAUSE AN ANNIVERSARY DATE MAY BE AFTER THE DOWNLOAD IN THE CURRENT FISCAL
YEAR AND AGAIN IN THE NEW BUDGET YEAR. DEPENDING ON THE ANNIVERSARY DATE, YOU
MAY BE MORE ACCURATE DETERMINING A TRUE SALARY INCREASE MANUALLY, THEN
ENTERING THE BI-WEEKLY DOLLAR AMOUNT IN THE exec-Aps: FIELD TO AT LEAST ALLOW ABDS
TO COMPUTE THE FRINGE BENEFITS. IF YOU HAVE TROUBLE WITH THIS, CONTACT YOUR

Flagging Records for Termination

It is difficult to identify with certainty those individuals who will retire during the
next fiscal year. An individual retirement can affect the budget because of certain
payouts required to be made for such items as accumulated annual leave, sick
leave, and holiday pay. :

“To help you assess your department's potential liability for retirement payouts,
you can flag records for retirement by following this steps:

1. When you have a detail record on the screen (in update mode), TAB to the
TERM-ST: field. :

2. Type a 'T" in that field.

3. Indicate the number of pay periods to be worked during the year in the -
PAY-PER-BUDGETED: field. The number should be less than 26.

4. Then press PFS. This will trigger a calculation of subobject codes 00151,
holiday, 00152, annual, and 00195, sick leave.

You can view these calculated amounts on a Salary/Fringe Detail Screen by
pressing PF11 from an individual record. See Screens 2.8, individual record, and
2.9, detail salary fringe, for examples. ABDS Retirement Elgibility Report will
list the names and other data of those individuals in your department who meet
the county and state requirements for retirement.

ABDS computes the payouts based on the cumulated leave as of the date the
payroll records were down loaded into ABDS and the last pay period to be
worked. Generally, these amounts would be more than the actual payouts because
ABDS cannot foretell how many days of vacation or sick time an individual may
take over this time period. It is suggested that you flag records only to get a
general idea of the impact of retirement on your budgets. Then remove the flag
from the record. After discussing this amount with your budget analyst, you can
add a figure in the budget only subobject codes 9101 or 9102 to budget for
reasonable retirement expectations.
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Screen 2.8 Detail Record Flagged for Retirement

) AUTQMATED BLIDGET UFMENT SYSTEHM
HUrd FERTZONNEL AND' SHLREY  UFDNTE

OSITION INFORMATION:
LNAME:
FOS-TYFE: =C :
HDATE: o i/ 7938 : oT :
INDEX COD : g LI oz SEC: FUND: ©
EUDGET-ST: : S FP-ST: .2 TERM-ST: TE: 1.60
OCC CODE: : - S : EBARG-UNIT: L
FAY-STEF: EY RTE: GG FARY=-FER-EURSETED: (3 EIMLY-HRS: ]

RY INFORMATICON: FI: L
FP ELIG DATE STEFR AT E¥F UAL  ®MOUNT
wo o BT/3171995 3 1,¢ 1,064

Shk: 1,664 FOR: €9,044

SIN: meEmes—— DEL: {roNx LINK: RESFONZE:

USER: FY: §7 ENT: 22 IEPT: C3 TIIU: INX: FUNL::
CLEAR-FETN  ENTER-RE(/SCR  PF 1-HELP PFZ-ELTN  PF4-ADD  PFS-UPD  FF&-DEL
FO-LINK  FFIG-EXIT FF11-IETAIL FPFIZ-ERFORS?  FF13-EXFENDITURE FF 14-REFRESH
‘SE0-FI-01 UFBATE INFORMATION @NI' PRESS RPPROPRITATE PF KEY

Screen 2.9 Salary/Fringe with Leave Payouts

HUTOMATED EUDSET DEVELOFMENT TEM
SALARY AND FRINGE DETRIL

SALAFRY AMOLNT:

IFEMENT AMOUNT:
HEALTH IN3 RMOUNT:
LIFE INS AMOUNT:
LONGEVITY AMIUNT: NAHME
PROFESSIONAL LIARILITY: CC:
EXEC EENEFIT AMOUNT: 0
HOLTIDAY AMOUNT:
ANNUAL AMOUNT:
SICK AMQUNT:
FLEN AMOUNT:
FRINGE TQTAL: 21,827

TOTAL FORECAST AMOUNT: 47,359

LINK:
FY: 92 ENT: 19 DEFT: CS DIV: 02 ING:

S92-PM-@3 PRESS CLEAR TO RETURN.

Controlling Salary Forecasts

Occasionally, a situation will occur that will require you to override the automatic
forecasting features of ABDS for a particular position or group of positions. This
may arise due to required training steps out of the normal step increase range or
full-time seasonal work such as a teacher, who is employed for only nine months
of the work year.
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ABDS will allow you to alter certain fields in order to assist you in coming up
with the most accurate forecast for your extraordinary situation. Before making a
lot of changes to records, it is suggested that you pick one or two test cases and
forecast the salary outside of ABDS to see the results. If the non-ABDS forecast
differs greatly from the ABDS loaded forecast, then determine which of the
following methods comes closest to the "correct” salary. Most of you will not
have to use any of the methods described below.

One way to alter a particular forecast is to change the pay step associated with the
record. You do this by simply over-typing the pay step showing on the Pay-sTEP:

field on the record and pressing PF5. Part 9, F orecasting, explains how the merit
raises are computed for the three different step ranges used by the county. In this,
as well as the examples below, you must press PF5 to make the change you want.

A second way to modify a forecast is to change the anniversary date. This date
affects the timing of merit raises. The standard merit raise is given annually.
Again part 9 of the manual covers the step ranges for merit raises.

A third alternative is to override the pay periods budgeted field (PAY-PER-BUDGET:)
located in the left center part of the screen. The default for full-time, budget
status 1, is 26 pay periods. If you type in 19 pay periods, you are in effect telling
ABDS to budget this person for nine months of the year at full-time pay. When
you override this field, the pp field in the left center part of the screen will also
change to accommodate the revised number of pay periods.

Finally, you can also over-type the number of pay periods showing in the field
directly below the pp designation on the left center part of the screen. This will
alter any forecast merit as shown on the original screen. '

Agan, if you have a unique problem that requires manipulating the ABDS salary
forecast, work with one or two records to try to get the most accurate forecast
before changing 4 large number of records.

NOTE: PLEASE WORK WITH YOUR BUDGET ANALYST BEFORE MAKING WHOLESALE CHANGES TO
EXISTING RECORDS OR TO A LARGE GROUP OF NEW RECORDS.
e R ——

Deleting Position Records

To delete one position from the system, display the individual detail record screen
for that position; TAB to the pe. field; type in Y" and press PF6. Refer to Screen
2.7 to view an individual update screen. You can select a number of records at
one time for deleting , but you must go to the detail record to perform the delete
function, one record at a time. From any of the multiple summary screens, place a
'U' in the v column of all the records you wish to delete, then press ENTER to
bring up the detail screen and follow the same steps above to delete the record.
Pressing ENTER again will bring up the second record you selected from the
multiple summary screen for further action.
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Personnel Summary Inquiries

Personnel summary Inquiries are available at various levels (department, fund,
division, section, index, subfund, and project -- Functions 21-27). These Inquiries
display number of full-time positions by occupation code. The grand total of each
column for the appropriate level is displayed at the bottom of each screen. You
may browse through more than one screen of position count information by
pressing the PF8 key. The grand totals may not equal what you see on the screen
because the total is for all positions within the level selected, not necessarily just
those on the screen. Screen 2.10 is an example of the personnel summary Imnquiry
by division. The other inquiries (department, fund, subfund, project, section, and
index) have the same format.

For all of the personnel summary inquiry screens, personnel counts are displayed
for prior year, current year's approved budget, current year projection, base,
In-stationed/out-stationed positions, service adjustment (SLA) positions,

- preliminary (core) budget level, proposed addition (PATC) positions, and the
total. ABDS computes the core column by adding together the base column plus
the in-stationed/out-stationed column plus the service adjustment column. ABDS
computes the total column by adding together the core column and the proposed
additions to the core column.

Screen 2.10 Personnel Summary by Division

1171368 RUTOHWTED EUDGET LEUELGRFHENT SSTEM BUDMF3Z3
12:31:50 PERSONNEL SUMMARY = DIVISION INQUIRY EUDAP3ZS

01 ADMINISTRATION AND POLICY
oce QCCUPATICONSL FRIOR BULGET EQv-PRJ £ INs SRU
CODE TITLE $5-96 9-97 97=%8 OUT ADJ CORE FATC TOTAL

@013 CLERK 4

Ges1 ADMIN SECR 1

0273 BUYER

8310 ACCOUNT CLERK
0316 ACCOUNTANT 2

0317 ACCT 3
8402 FERS TECHNICIAN
8418 PERS SPEC 1

e e e e e e e e et e e e e et e .

GRAND TOTALS:

LINK: FESPONSE:
ISER: ST2 FY: 97 ENT: ©1 TEPT: IT DIU: &° INK: FUNI:
CLEAR-RETN ENTER-REQ-SCR FF1-HELP FF2-ELTN PF7-BACK FFE-FORW PFS~LINK PF10-EXIT
Z1RIM-01 FRESS <PFE> TO CONTINUE BROUWSE

Updating Personnel Summary Counts

The personnel summary update (Function 68 on the Personnel and Rates Menu)
allows you to update full-time personnel counts by occupation code within an
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index code. You may update the prior year, the current year's budget, the
end-of-year projection, and the in/out (in-stationed/out-stationed) columns.

You also have the option of browsing forward by pressing PF8. A personnel
summary update screen is shown below (screen 2.1 1).

Screen 2.11 Personnel Summary Update

11520586 AUTGMSTED BULGET DEVELOPMENRT av5TENM
07:15:09 PERSONMEL SALARY SUMMARY - INDX UPD

CsS208922 PROTECT/ADUVOCLTE COMSUMER
3l RIOR EU ¥ -PR e SRy
TITLE 95-3€ GE- B -82 QUT  ADJ CORE

QFF SUPPORT SPEC 2
ADMIN SECR 2
BDMIN 5SSIST 2
CONS PROT INSP

0 CONS ADVOCATE

TOTALS FOP INDEX:

LINK: RESPONZE:
USER: 372 Fv: 87 ENT: 22 DEPT: €3 DIV: INX: C3205e2z FUND: 030
CHTER-REQ PFI-HELF PF2-EL PF3-iLD PFS-UPD PFE-DEL FFT-Blt PFE-FI PF14-RF PF10-EX
PS6SPM-03 END OF DISPLAY, PFS (TQ UPD) OR SUBMIT MEXT REQUEST

The prior year and end-of-year projection columns will not have position
counts in them until you enter this information, which you are required to
do.

Prior year means all budgeted positions as of September 30 of the prior fiscal
year, while end-of-year projection means all authorized budgeted and overage
positions as of September 30 of the existing fiscal year. The budget column will
show all current year full-time positions; you can change numbers in this column
In case corrections are necessary to reflect accurately the original personnel
authorization by the Board of County Commissioners for the fiscal year. You
cannot change the base column here. This column includes the full-time positions
existing or created by you in the personnel detail section just discussed.

The service adjustment and proposed additions to core column figures are loaded
from their respective subsystems of ABDS. You cannot change these column
numbers on this screen. The core and total columns also are not updatable here.
The core column equals the base column plus in-stationed/out-stationed and
service adjustment positions; while the total column equals the core column plus
any PATC positions.

In-stationed/out-stationed positions should be entered (positive or negative as
appropriate) by occupation code to reconcile departmental position counts.
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An in-stationed employee is funded by another department but assigned to yours
for work. In-stationed employees must be listed on the personnel summary as a
positive number under the vout column. '

An out-stationed employee is funded by your department but assigned to another
for work. Out-stationed employees are shown on the personnel summaries as
negative numbers (by occupation code) under the InVOUT column.

Steps to Updating Personnel Summaries

36

The steps for changing or adding position counts on the personnel summary
screens are explained next:

1. From the Personnel and Rates Menu, type '68' in the FUNCTION Ner: field
and press ENTER. You may also type an index code in the inx: field. If
you leave this field blank, the lowest numbered expenditure code will
come first.

2. Press the TAB key; this will take you to the top row under the PRIOR
column at the left side of the column.

3. You may change the prior year number if wrong by typing the correct
number where the TAB takes you, erasing the number that is still in the
field, or

4. TAB to the BupGET field, making any changes, if necessary, again typing
where the TAB takes you.

5. TAB to the end-of-year projection column and type your projection; again,
you will be on the left side of the column. :

6. TAB to the noUT column (ABDS will skip the Base field, since you
cannot type there anyway) and enter any such positions, or

7. TAB again and you will go to the second row left of the prior year
column, skipping the SLA, core, PATC and total columns.

8. Continue on this screen until you have made all your changes.

9. Then press PF5 to update the data and the position numbers will become
right justified under each column.

10. Press PF8 to see and update more occupation codes associated with this
index code.

11. When you have completed all your updates to the index code, press
ENTER to bring up the next index code in numeric sequence or type
another index code in the inx: field and press ENTER to bring up that one.

To add new occupation codes to the personnel summary, press PF14 (refresh) to
clear the screen; enter the new occupation code, related position counts, and press
PF4 (add). To delete occupation codes, press PF14 to clear the screen; enter the

“occupation code you want deleted, and press PF6 (delete). Positions to be deleted

must have all zeros for position counts.
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Be sure to TAB from column to column. You will note that the cursor will stop
on the left side of the column (left justified) when you press TAB. This is where
you type new or revised personnel figures; erase old figures within the field (old
figures will-be on the right side of the column (right justified). Then press PF5 to
update your data. The new data will then move from the left side of the column to
the right side.

Fringe and Attrition Inquiries and Updates

The third part of the Personnel and Rates Menu contains county fringe benefit
rates, and inquiry and update functions for attrition rates.

County Rates

Function 50 allows for inquiry of fringe benefit rates as entered into ABDS by
OMB. Such rates include social security, retirement, health and life insurance, and
-executive benefits. The affected subobject codes are also displayed. See part 9 of
the manual for an explanation of how ABDS calculates salary and fringe benefits.
The rates are informational only.

Attrition

Attrition 1s an amount of salary that will not be used next fiscal year due primarily
to vacancies. For example, suppose your department has 100 employees, with an
average salary of $30,000 each. The salary budget would be $3 million and
fringes about $1.1 million. If over a period of a year, you always have 10 vacant
positions, then you only need to budget $2.7 million for salaries and $.95 million
for fringe benefits. Budgeting for attrition means you would only need $3.65
million in total salary and fringes for 100 positions instead of $4.1 million. The
attrition rate should be based on prior years of experience, current vacancy rates,
and proposed staffing pattern changes. Attrition is applied to fringe benefits as
well as salary. Work with your budget analyst to ensure an appropriate attrition
rate is used for your department. The attrition rate functions are described below.

Attrition is applied to the average of all the salaries within the level you select,
l.e., department, division or index. Salaries for your vacancies may be average,
below average or above average for the attrition level you select. Keep this in
mind when determining what percentage attrition you should apply to your
situation.

® Functions 51 - is the inquiry for department level attrition.
® Function 52 - is the inquiry for division level inquiry.

® Function 53 - is the inquiry for index level inquiry.
=

Function 71--Allows attrition to be applied at the department level and the
rate entered will be used department-wide. Screen 2.12 shows department
attrition.

37




Part 2: Personnel and Rates

38

® Function 72-Allows attrition to be applied at the division level. If no
division is indicated in the selection field of the personnel and salary menu,
all divisions for the department will be displayed. You may then proceed to
enter the desired rate for each division. Screen 2.13 shows division
attrition.

® Function 73--Allows attrition to be applied at the index level. If no index
code is indicated in the selection field of the Personnel and Rates Menu, all
of the index codes for a department will be displayed and you may enter
the rate for each index code. Once the desired attrition rates are entered,
press PFS to apply them. The salary/fringe expenditure value will
automatically be adjusted. Screen 2.14 shows index attrition.

To apply attrition, you simply TAB to the row on the screen representing the
department, division or index code; type in the percent number (no percent sign)
and press PF5 to update the screen. ABDS will then reduce your salary/fringe
requirement for the level you selected to apply attrition (department, division or

-index). The attrition rate will show on expenditure screens and Reconciliation of

Salary Reports with corresponding dollar amounts.

Screen 2.12 Attrition by Department

AUTOMSTED EUDGET DEWELOFMENT SYSTEM EUDMPSTL
DEPARTMENT LEVEL ATTRITIONM BUDAPST]

DEFARTIMENT: COMSUMER SERVICES

RSTE: 05.00000

LINK: RESPONIE:

USER: ST2 FY: 87 EMNT: 22 DEPT: C3 DIW: 02 INX: CS205822 FUND: 030
~LEAP-RETH EHTER-REQ PF1-HELP PF2-BLTHN PFS-UPD PFS-LINK PF10-EXIT
PS70PM-07 KEY IN THE DESIRED ATTRITION RATE - DEPRESS <PFS5> UPDATE
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Screen 2.13 Attrition by Division

11520/ 9¢ LUTOHMATED EUUGET [EVELOFMENT SySTEM
Til6:1E DIVISION LEVEL ATTRITION

bIvision
DIRECTOR'S QFFICE
CONSUMER PROT. ADVOCATE
COOPERATIVE EXTENSION
PALSSANGER TRAMIP. REGULATORY DIV,
CAELE TV REGULATION

LINK: RESPUNSE:
USER: STZ BY: 97 ENT: 22 DEPT: ¢S DIV: INDEX: €szosez2 FUnb 030
CLESR-RETH EMTEP-PEf PF1-HELP PF2-ELTH BFS-UPD FF7-EW PF2-Fil PFS-LINK PFI10-EXIT
PS72PM-07 KE¥ IN ATTRITION RATE(S)., DEPRESS <PFS> TO0 UPDATE

Screen 2.14 Attrition by Index

11720598 AUTOMNATED BULWET DEVELURMENT SYSTEM
7.17:05 INDEX LEVEL ATTRITION

INDEX DESCRIPTION

5205922 PROTECT/ADVOCATE CONSUMER 03.
C€S243060 RE-METERING OPERATIONS 03
C€S344028 MOTOR VEHICLE REPAIR SEC OPERATIONS 04000060
€S345189 LOCKSMITH OPERATIONS 04.00000
CS347814 TOWING LICENSE OPERATIONS 03.00000
€S468611 MOVING REGULATION OPERATIONS 03.00000

LINK: RESPONSE:
USER: €TZ F¥: SF ENT: 22 [EPT: €5 DIV: 02 INDEX: €5205acz FUND: 030
CLEAR-RETN ENTER-REQ PF1-HELP PF2-BLTH PE5-UPD FF7-BY PFS-Fi PFQ-LINK PFIQ-EXIT
PS73PM-04 KEY IN ATTRITION RATE(S). PRESS <PF5»> TO UPDATE

ABDS Personnel Reports

The following three screens show the personnel reports available within ABDS.
The personnel summary reports will reflect in- and out-stationed figures, if you
have entered them. See part 7 of the manual for procedures on how to request
reports.
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Screen 2.15 ABDS Personnel Reports

AUTQMATED EULGET DEWELGFMENT SYSTEM
PERSONNEL REPORTS

REPORT DESCRIPTION “TFR: CF P L INDEX

Z SALLARY FORECAST - FT
743 B2 SLLSRY FORECLST - PT
747 RECONCILIATION OF Sil Ml
743 FERSN SUMMSRY ENTITY LEVEL M1
750 FERSH SUMMARY INUEX LEVEL NI
752 FERSH SUMMARY DIWN LEWEL Ml
754 PERSH SUMMARY DEPT LEWEL nl
756 EMFLOVEE SOC SEC EXCESS K1
758 ACCELERATED INCR ELIGIEILT NI
760 RETIREMENT ELIGIBILITY tl
T62 LONGEVITY BOHUS Ml
764 EXPEND & PERSONNEL SUMMARY N1
7E6 POSITION AUDIT (&LL) N1

g
9
9
&
9

T
2
;

7
T
-
T
7

b s e o b b b b be a

JOB NAME: JO127012 LINK: FPEZPONSE:

USER: £T2 FY: &7 ENT 22 CEPT ¢S " @2 IRDEX: C€oz05322 FUND: .z@
TLEAR-RETH ENTER-REQ BFl-HELP PF2-SLTN PF7-BACK PFE-FORK PFQ-LINK PF12-ERRORS
RRO2PM-04 SELECT REPORTS DESIRED PLACING BN "X" AND PRESSING EMTER

(=)
-

EULAPRQZ
t DP DY INDEX FD  PROJ

POSITION AUDIT (MOMETARY) NI
PERSN SUMMIRY FUNMD LEVEL N}
PERSN SUMMARY PROJECT LEVE N}
EXECUTIVE BENEFIT SUMMARY N1
PARTTIMER SUMMARY REPORT N1
MERIT INCRE4SE-DEPT/DIV N}
MERIT INCREASE-FUND M1
VACANCY SUMMARY DEPT/DIy 29
VACANCY SUMMARY FUND Ml
FRINGE REPORT - DP/DV/IX NJ
FRINGE REPORT - DP/FD/DV NI
7 RETIREMENT REPORT Hl
SALARY FORECAST DP/DV N1

JOB NSME: JO127012 LINK: RESFONSE:

USER: ST2 FY: 97 ENT 22 DEPT €3 DIV G INDEX: C€e205822 FUND: §30
CLEAR-RETN ENTER-REQ PF1-HELP PF2-ELTHN PE7-BACK PFE-FORM PFY-LINK PF1Z-EFRORS
RRO2PM-04 SELECT REPORTS DESIRED PLACING AN “X" AND PRESSING ENTER
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Screen 2.17 ABDS Personnel Reports Continued

PUTCHMeTED BULWSET DEWELGRMENT SYITEM BULMRROS
PERSONMNEL REPORTS

REPORT LESCRIPTION

SEQ E2 SALARY-DEPT/LOC {HUD) Hl 187 22 ¢S

1
JOE HOME: J0127@12 LINK: RESPOYSE:
USER: 372 FY: 97 ENT 22 UEPT CT DIV 82 INDEX: CS2G5922 FUNL:. 030
CLEAR-PETN ENTER-REQ PF1-HELP PF2-ELTH PFT-£ACHK PFE-FURY PFS-LINY PF1Z-ERRORS
RRO2PM-04 SELECT REPORTS DESIRED PLACING &H “X" AND PRESSING ENTER

NOTES
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NOTES




PART 3: EXPENDITURES

This subsystem of ABDS contains expenditure inquiries and updates. Inquiries
allow you to view a range of expenditure data from subobject code at the index
level to department totals. Several functions allow you to view expenditure data
going back two fiscal years. Update functions focus on entering line item
expenditure figures (subobject code) for end-of-year projection, next year's base
budget and text justification. There is very little forecasting done within this
subystem. Most of the numbers you enter here will have been determined by
work you have done outside of ABDS, although ABDS can help with its historical
and current year data base, and, of course, ABDS will add up all numbers you
enter by object, index, division and department. '

The base budget figures you enter here should enable the department to maintain
current level of services for the new budget year, not enhanced or new services.
Use the PATC subsytem for enhanced or new programs.

Some subobject codes are not open in this subsystem for you to enter base budget
dollar amounts. These are the salary/fringe codes that ABDS automatically
calculates in the personnel component, three subobject codes related to overtime
fringe benefits (01094, 01095, 01096), which are calculated and loaded
automatically based on the dollars you enter in overtime salary subobject codes in
this subsystem, and three subobject codes automatically computed in the
personnel subsystem when you flag a record for retirement (00151, 00152, and
00195). (See Table 2.1 for a list of the salary/fringe subobject codes
automatically calculated by ABDS.)

The expenditure functions of ABDS are:

® Inquiries at all levels of budget detail from department summary figures to
subobject by index at fund, subfund, and project levels, including two prior
year's of expenditure data for each subobject/object code

® Updates and additions for all operating and capital subobject codes and for
open salary and fringe codes by subobject at the index level, including
end-of-year projections

® Entering text justification for proposed expenditures by subobject
code/index

¥ Adding new subobject and index codes to your budget, and

W carrying over text justification from last year's ABDS records to this year's
budget by index and subobject (this function is not available for the FY
1997-98 budget)
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From the Department Menu, type '02" in the FUNCTION NBR: field and press
ENTER. This will bring up Screen 3.1, Expenditures Menu. There are two sets
of functions on this screen: on the left side are sixteen inquiry functions and on
the right side four update functions. Inquiries are explained first, then the update
functions.

Screen 3.1 Expenditures Menu

RUTOHHTED EUDGET IEUZLCEMENT SvSTEM
ENPENDITURES MENU
——— —
INGUIRIES ] UFDATES
— e e e e e e
FUNI' ~ DEPT | @7 DMV - LEFT I AL SUEQRJECT
52 DIV~ FUND | @ FROJ - FUNI: | CT TEXT UFK
IND:: = FUND | @9 SUEDEJ — DEPT I CT DOL
INDX = IIM | 1@ SUBORT - DIU i TEXT CHRFYOUEFR:
OEJ <~ INDX | 11 SUEGEJ - FUND !
BE SOEY - OBJ | 12 SUEGRY - FRIFUND |
[ 13 - PRIZGFUND |
| |
I |
| I
| |

14 TEAT
1S 0F FUNI!
15 OB FRIFLND

————————— e e —
FUNCTION NEF: LINK:

USER: 2T2 F¥: @7 ENT: @1 DEPT: IT LIU: IN::

CEJ: S0EJ: FRJI:

CLEAR-FETN ENTER-REQ FFI-HELF FF2-ELTN FFS-LINK FFIQ-ENIT
AMNPI1-01 KEY IN SELECTION DATAR ~ FRESS <ENTER>

Expenditure Inquiries

Expenditure inquiries can be made from the fund level by department to the
subobject level for text. There are eleven detail inquiry functions and five
aggregate levels of inquiry where multiple fiscal year data are displayed. Detail
inquiries are discussed next followed by aggregate inquiries.

Expenditure Inquiries—Detail

All detail inquiry screens have the same columns of data: current budget,
expenditures-to-date, end-of-year projection, base budget, service adjustments,
core budget, and proposed additions to core. The current budget column will
reflect numbers existing in FAMIS when the down load occurs for payroll and
FAMIS data in early February. If your budget numbers in FAMIS and payroll
records are not correct as of the down load, they will not be correct in ABDS
either, but you can update the current year column numbers in ABDS and
move/modify personnel records in the personnel subsystem; you should also
submit budget transactions to the Finance Department to ensure your budget
numbers reflect the Board of County Commission authorized spending and
revenue levels. The expenditures-to-date column is updated monthly during the
budget development cycle. No data will show in end-of-year projection, SLA or
PATC columns until you enter data or use the SLA/PATC subsystems to generate
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figures. The expenditure inquiry levels--by function number--are defined below,
along with sample screens for most inquiry functions.

¥ 01 Fund/Department - This inquiry displays the department total along

with each associated fund.

Screen 3.2 Expenditure Inquiry by Fund/Department

——

11715796 AUTONATED EBUDGET LEVELOFMENT SYSTEH BUDMENO 1
DEPARTMENT 7:46:4€ EXPENDITURE INQUIRY ~ DEPT BUDAEXO1
e T om ON IT  ITD-INFORMATION TECHNOLOGY DEPARTMENT
TOP. CURRENT Al -DT EOY-PRJTN BASE SRV ADJ CORE PATC
9E-97 =3 96-97 97-92
31011762 31611702
- RN @ —
010 GENERAL FUND OPERATIONS
15466544 15466544
oD 050  INTERNAL SERVICE FUND
UNDS
FUNDS wiTH 15545 158 15545158
IN NUMERIC ORDER
BELOW.
LINK: RESPONSE:
USER: STZ Fy: 97 ENT: ©®! DEPT: IT IlU: INX: FUND:
"LEAR-RETN ENTER-REQ PF 1-HELP PF2-BLTN FF&-FORN PFO~LINK PF1I=-EXIT
XO1PM-84 INQUIRY OF FUNDS WITHIN DEPARTMENT
® 02 Division/Fund - This inquiry displays fund totals for a department
along with each division associated with each fund (Screen 3.3).
Screen 3.3 Expenditure Inquiry Division/Fund (02)
1115796 RUTGMATED EULGET LEVELGPMENT SYSTEM BUDMERGE
7:47:44 EXPENDITURE INQUIRY — FUND _ EUDREXG2
010 GENERAL FUND OPERATIONS
CURRENT EXP-TO-IT EOv-PRITN EASE SRU ADJ CORE FATC
96-97 6~30~-97 Q5-97 97-98
FUND NUMBER AND ‘
DESCRIPTION ON 15466544
TOP.
ADMINISTRATION AND POLICY
1458391 14538391
DATR PROCESSING
7406716 7406716
SYSTEMS DEVELOPHENT AND SUPPORT
6236018 6236018
DIVISIONS wITH TELECOMMUNICATIONS

DESCRIPTION LISTED
IN NUMERIC ORDER

BELOW.

365419 365419

LINK: RESFONSE:
USER: STZ FY: 97 ENT: ©1 DEFT: IT DIU: INY: FUND: 210
LEAR~RETN ENTER-REQ PF 1~HELP PF2-ELTN PFE-FORW PFS-LINK PF1O-EXIT
X02PM-05 INQUIRY OF DIVISIONS MITHIN FUND
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® 03 Index/Fund - This inquiry displays fund totals for a department along
with totals for each index code associated with each fund.

® 04 Index/Division - This inquiry displays division level totals for a
department along with totals for each index code associated with each
division (Screen 3.4).

AUTOMATED BULGET DIUELUPHEN

EYFENDITURE INQUIRY — DIV

ITZ5313¢ ADMINISTRATIVE SERUICES

17254143 FERSONNEL SERUICES

ITZE44¢6 ROMINISTRATIVE SERVICES

11304320 LIRECTCRS OFFICE

173239 ARCHITECTURE & STANDARDS EX

USER: €72 Fy': 9 ENTITY: €1 DEFT: D1 INX: FUND: 016

SLEAR-RETN ENTER-PEQ-SCR FF1-HILF FFZ-ELTN PFS-FORM FFO-LINK PFIG-EXIT
#D3FH-04 INQUIRY OF INDEXES WITHIN DIVISION

® 05 Object/Index - This inquiry displays index code level totals for a
department along with totals for each object code associated with each
index code.

® 06 Subobject/Object - This inquiry displays object code level totals for
each index code in a department along with each subobject code associated
with each object code (Screen 3.5). This is most like an index level
appropriation report or a FAMIS 103 report.

NOTE: AS YOU CAN SEE, IN THE FUNCTION NAME, THE FIRST IDENTIFIER INDICATES THE MORE
DETAILED LEVEL FOR THE BREAKOUT OF EXPENDITURE DATA AND THE SECOND IDENTIFIER IS THE
HIGHER, ROLL-UP LEVEL. USING FUNCTION 04 INDEX/DIVISION AS AN EXAMPLE, THE FIRST
IDENTIFIER-INDEX-MEANS THAT ALL THE INDEX CODES FOR THE SECOND
IDENTIFIER-DIVISION-WILL BE LISTED ON THE LOWER PART OF THE SCREEN WITH THEIR SUMMARY
TOTALS FOR THE DIFFERENT BUDGET FIELDS ROLLED UP TO THE DIVISION TOTALS.
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17221937
001
CURRENT
QE~37
eo110e
00122

00125

Screen 3.5 Expenditure Inquiry Subobject/Object (06)

AUTOMATED GET DEVELUF H
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EN

EXPENDITURE INQUIRY - QEJECT

CUSTOMER SUPPORT EXPENSE
SALARIES
ECr~-PRITN ER3E
QE=GT

———r————— SUL0RJECT ————-e
EMFLOYEE REGULAR
1817730
FLEX DOLLARS
%9z
LONGEUITY FAYMENTS
€015

SURQET: LINK:
FY: &7 ENT: ©1 DEPT: IT DIU: 23 INY: IT221537 FUND: 95@

USER: STZ

SRV /DT CORE

1033e98
e e

1817730
o350

8015

PESFONSE:

1-IM-CALC-O1 END OF SUEOEJECT DISPLAY FOR CURRENT OBJECT

® 07 Division/Department - This inquiry displays the requested department
level totals along with each division associated with the department.

® 08 Project/Fund - This inquiry displays the requested fund level totals
along with totals for each project associated with each fund (Screen 3.6).

11718730

7:42: 15

050
CURFENT

Q6-97

856101
056162
056183
055104

8556165

USER: STZ

Screen 3.6 Expenditure Inquiry Project/Fund (08)

AUTONATED EULGET DEVELOFMENT SvSTER ' BUDHELGS

EXPENDITURE INQUIRY = FUND

INTERNAL SERUVICE FUND
FeT 5

15545155

SRV HID COFrE

15545128

——————— PROJECT ——emmmmmm

TELEPHONE SYSTEM OPERATIONS
2514568

COMPUTER EQUIFMENT MAINTENANCE
675825

COMPUTER EQUIPHMENT INSTALLATION
448011

RADIO INFRASTRUCTURE

1422260

RADIO INSTALLATION
1158764
LINK:

2514568
675625
448011

1222200

1155764
RESFONSE:

FY: a7 ENT: @1 DEPT: IT DIU: @2 INX: ITZZ1937 FUND: @S0
SLERR-RETN ENTER-REQ-SCR FPF1~HELP PFZ-ELTN PFE&-FORM PFS-LINK PFI1G-EXIT
XD3PM-04 DEPRESS <PF8> TO CONTINUE FUND/PROJECT BROWSE

® 13 Index/Project/Subfund - This inquiry displays project level totals for a
department along with totals for each index code associated with each

project.

® 14 Subobject/Text - This inquiry displays text justification for subobjects
at the index code level.
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When you have selected an inquiry function, you have three ways of displaying
additional information:

1. Scroll - By pressing the ENTER key, you will display the next record on
file for the requested level inquiry, such as object code to object code,
fund to fund or division to division.

2. Specific request - You may also type a new code in the approprate field
in the selection area of the screen; press ENTER and that record will be
displayed.

3. Browse forward - By pressing the PF8 key, you will obtain the next set
of records in a multiple record display, such as additional subobject codes
within an object code, more projects within a fund or additional objects
within an index. '

These selection options work for Functions 01-08 in the expenditure menu.

Aggregate Inquiries
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Aggregate inquiries show actual expenditures for second prior year and prior year,
current year budget, expenditures-to-date, end-of-year projections, base, service
adjustment, core (base minus SLAs), proposed addition, and total (core plus
PATCs) for one subobject or object at a time. Of course, if you have not entered
end-of-year projection figures or worked in the SLA or PATC subsystems, no
numbers will show in these fields. To see another subobject or object, you must
enter the desired code in the corresponding field in the selection area of the screen
and press ENTER. Other function keys like PF8 do not work for aggregate
inquiries. You can view these codes at several levels as described next:

® 09 Subobject/Department - This inquiry displays the requested
department level totals for a given subobject code.

® 10 Subobject/Division - This inquiry displays the requested division level
total for a given subobject code.

® 11 Subobject/Fund - This inquiry displays the requested fund level totals
for a given subobject code.

® 12 Subobject/Project/Subfund - This inquiry displays the requested
project level totals for a given subobject code

® 15 Object/Fund - This inquiry displays the requested object code totals for
the fund selected.

Screen 3.7 shows the level of detail for a multi-year/field display of subobject
code 00110, employee regular salaries, by department (Function 09), and Screen
3.8a shows the multi-year detail for object code 001, salaries, by division
(Function 15).
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Screen 3.7 Aggregate Subobject Inquiry by Department

HUTOMATED ZUDSET DEVELOFMENT SYSTEM
SUEQEJECT AGGREGRTE INQUIRY

DEFARTMENT: 1T ITD-INFORMATION TECHNOLGGY DEPARTMENT
SUEDBJECT: @E118  EMPLOVEE FREGULAR

IND FRICR YE4R:
FRIOR YE#R:
CURFENT FY: 1,200, 600
HF~TO-DATE :
ROJECTION: @6, @R
750,205

2,756,205

LINK: RESPONSE:
USER: ST2 Fv: 97 ENT: 81 DEPT: IT DIU: @3 1 537 FUND:
LLERR-FETN ENTER-REU FF1-HELP PFZ-ELTN FFO-LINK PFIG~EAIT
KO9PI-05 ENI' OF DEPARTMENT/DIVISION INQUIRY TOTAL DISPLAY

HUTOMATED EUDSET LEVELOFHMENT SYSTEM BUDMER1S
OEJECT AGGREGATE INQUIRY BUDRENIE

TEPARTMENT: IT ITD-INFORMATION TECHNOLOGY DEPARTHMENT
FLIND: (0}0] INTERNAL SERVICE FUND
OEJECT: @i SALARIES

ZND PRIOR YEAR:

FRIOR YEAFR:

CUREENT FY: 1,818,500
SP=TO-Ta

E0v-PRQOJECTION: 2,023,508

EASE: 11,527, 186
SERU ALL:

CORE: 11,527, 106
FaTC:

TOTHL:

LINK: RESFONSE:
FY: 97 ENT: ©1 LEFT: IT DIU: @ INM: IT2Z1437 FUND: 0359
CLEAR-RETN ENTER-REQ FF1-HELP PFZ-PLTN PFO-LINK FF1G-EXIT SFD:
X15P1-D8 OBJECT AGGREGATE INQUIRY AT FUND LEVEL

Expenditure Updates

This part of the expenditure subsystem is one of the most often used in ABDS.
Here 1s where you enter end-of-year projections and proposed expenditures in the
base column by subobject code at the index code level. All but a dozen or so
subobject codes are open in the base column for your data entry. Also, there is a
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function that enables you to enter text Justification for each line item of your
proposed budget. '

ABDS will automatically give you text justification for subobject codes 0101 0,
social security, 01011 retirement, 01110 group health and 01111 group life. For
example, under retirement 01011, ABDS will enter something like this if you
have 35 base positions, 15 with high risk retirement: "20 POSITIONS AT 17.710% OF
GROSS SALARY, 15 POSITIONS AT 27.580% OF GROSS SALARY." For social security 01010,
ABDS will print: "35 POSITIONS AT 6.20% OF GROSS SALARY LIMITED TO 59,300."

You may also add subobject and index codes to your ABDS budget (as long as
they exist in FAMIS), and carry over last year's justification text to this year's
ABDS base budget (except for the FY 97-98 budget cycle).

Update features available in this section of ABDS are those in the right hand
column of the Expenditures Menu (see Screen 3.1), namely, Functions 21, 28, 31,
and 32. These are described below.

Adding Subobject and Index Codes—Function 21
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Departmental budget information contained in F AMIS (index/subobject codes as
well as historical and current dollar figures) is transferred to the ABDS system
each December. You may have added new index codes after the December date
because of a reorganization or some other reason, or you may want to better
define your expenditures with subobject codes that you have not used before.
With Function 21 you can add subobject and index codes to your department's
budget files. Only codes that currently exist in the FAMIS system can be used in
the ABDS. (Contact the Finance Department if a new index or subobject code is
required that does not currently exist in FAMIS.)

To add a subobject code to an index code that exists both in ABDS and FAMIS,
from the Expenditure menu, type 21" in the FUNCTION NBR: field and press ENTER.
Adding a subobject code from this menu is a two-step process (If you type the
subobject code in the sus.: field on the Expenditure Menu screen before doing
Function 21, go to step 2 below because step 1 will already have been performed):

1. On the subobject add screen, type the subobject code in the sus.: field.
Make sure the index code is showing in the iNx: field or the function will
not work. Then press the ENTER key and the entire FAMIS relationship
of this code will be displayed with descriptions.

2. If this is the subobject code you want, press PF4 to add it to your budget
file to the index showing in the inx: field.

You may add additional subobject codes by typing the code in the subobject field
on the subobject add screen, press ENTER to bring up all the descriptive
information related to the subobject code; verify that this is what you want,
including the correct index code; then press PF4 to add the subobject. Note the
message on Screen 3.8b states that PF4 must still be pressed to add the subobject.
This screen reflects the first step in the subobject add function: the desired
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subobject and index have been typed in and ENTER has been pressed:; the second
step is to press PF4.
Screen 3.8b Subobject Add

g HUTOMRTED ELLGET TUTE
1 SUEQEJECT ADD TUDNE

e

28:13:3

ENTITY
DEFARTHMENT CONSUMER: SERVICES
DIVISION CONZUMER FROT. AIVOCATE
SECTION ¢ CONSUMER FRUTECTION
03 OTHER GENERAL FUND OPERATIONS
CENTRAL SUPFORT - COC CENTEF:
o2
CONSUMER: &FFAIRS
CONSUMER FRQTECTION
2[ES ROTECTZATVICATE CONSUMER:

& ‘ERGONNEL’ SERVICES
@@ HLARIES
Gg et HIGH RISK CREDS ONLY)

LINK: SE:
FY: 9T ENT: IZFT: C& DIV: 02 b FUND: 36
ENTER-REQ  FFI~HELF  PFE-ELTN FF4-alD F . FF1d
<BF@1
EXZ1FPM-0T PRESS PF4 TO ADD SURORJECT

A subobject code may be added to an existing index code within the user's
available security access. Object records will be created automatically to insure
the proper subobject/object relationship.

If you want to add a new index code to your ABDS files that already exists in
FAMIS, use Function 21 and enter the new index code in the x: field as well as a
subobject code as explained above. Press ENTER to see the subobject
description displayed; then press PF4 and both the subobject and index code will
be added to your ABDS files.

Keep in mind that when you create a new index code in FAMIS, there will have
been no FAMIS activity for that code; therefore, no subobject codes are
associated with the new index. You will have to add each subobject code you
wish to use for that index in ABDS.

YOU MAY QUICKLY ADD SALARY AND FRINGE SUBOBJECT CODES TO A
NEW INDEX CODE AFTER AT LEAST ONE SUBOBJECT CODE HAS BEEN
ASSOCIATED WITH IT. YOU DO THIS BY ADDING A POSITION IN THE
PERSONNEL SUBSYSTEM USING THE NEW INDEX CODE. ABDS WILL

AUTOMATICALLY ADD ALL THE SALARY/FRINGE SUBOBJECT CODES
ASSOCIATED WITH THE NEW POSITION. FOR OPERATING AND CAPITAL
SUBOBJECT CODES THAT YOU INTEND TO USE WITH THE NEW INDEX,
YOU MUST ADD THEM ONE AT A TIME USING FUNCTION 21.

By pressing PF12, the subobject dollar update screen (Function 31) can be
accessed and dollar values can be entered into the subobject code that was just
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added. Pressing PF12 again will return you to the subobject add screen (Function
21). This allows you to move quickly back and forth between expenditure update
to enter your budget number and subobject add to create a new subobject code, if
you wish.

Subobject Code Dollar Updates—Function 31
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This is where the end-of-year projection and base budget subobject code dollars
are entered into ABDS and where you can correct current year figures if
necessary. The only exceptions are the salary/fringe subobject codes in which
base amounts are generated in the personnel and salary subsystem of ABDS and
01094, 01095, and 01096 (overtime fringe). All dollar updates are made at the
subobject level by index. Function 31 on the Expenditures Menu will display the
multiple subobject update feature (Screen 3.10).

Screen 3.10 Subobject Dollar Updates

117z079€ AUTCMATED BULGET CEVELOFMENT SVZig
7:21:18 UPDATE CURRENT, END OF VESR PROJECTION iND ESSE

CURRENT EQV-PRITH
INGEX: E g8-s7
CS20853922 PROTECT, 5DVOCATE €ONSUM €02400 11700
OBJECT:
001 SLLARIES . 12000 11700

----------------------------- SUEIETECTS memeameem e cea e iecimeecaa
80128 EXECUTIVE BEHEFIT PAYMENTS
BO125 LONGEWITY PAVMENTS

OBY: @0 SUR0: ATTR: .0000 K: RESPONSE:

USER: STz F¥: Q7 ENT: 22 GERY: €S [LIV: (2 INK: ¢ Q22 FUND: 030
<LESP-RETN ENTER-REQ/SCR FF1-HELF PF2-ELTH PFS-URD PF7 ACK FFOS-LINK
FF10-EXIT PF11-TEXT PFIZ-EXC!

EX31-IM-CALC-01 END OF SUBOEJECT DISFLAY FOR CURRENT OBJECT

The expenditure update screen shows index code totals for the current year,
end-of-year projection, base budget, and object code levels along the top of each
screen. The middle of each screen lists the subobjects associated with the object
code with the same three budget columns. When you change numbers at the
subobject level and press PFS5, the index and object totals are automatically
recalculated to accommodate the subobject numbers. The attrition rate (ATTR:),
indicating level and percentage applied, is also displayed in the selection area near
the bottom center on the screen, if it has been applied in the personnel subsystem
of ABDS.
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YOU must enter projected dollar figures for each subobject code in the EOY-PROJTN
(end-of-year projection) and Base columns for which activity shows.

TRY TO ENTER ALL NUMBERS TO THE NEAREST $1.000 OR, IF
THAT IS NOT POSSIBLE, TO THE NEAREST $100 . THIS WILL HELP
YOU DURING B-PREP. ABDS B-PREP WILL AUTOMATICALLY

ROUND SALARY/FRINGE DOLLARS TO THE NEAREST $1,000 AND
ALL OTHER SUBOBJECTS TO THE NEAREST $100 WHEN

This is how you enter numbers.

1

- Use the TAB key to find the correct fields in which to enter your numbers.

These fields are generally to the left of the column you are updating;
When you first TAB, the cursor will go to left of the number in the
CURRENT YEAR column field; if that number is wrong, enter the correct
number where the TAB key has taken you; erase the remaining wrong
numbers from this field. (Most data entry in ABDS will begin at the left
side of the column; when data is updated or added, the numbers move to
the right side of the column.)

. If the number in the CURRENT YEAR COLUMN is correct, TAB to the next field,

EOY-PRJTN, and enter your projection number. Again, you will be on the
left side of the column. Erase any wrong numbers remaining within this
field, and TAB to the next column field, Base. Enter your base figures.
(ABDS will not let you TAB into base fields for those subobjects
automatically calculated.) :

- TAB again and you will move to the next subobject code under the

CURRENT YEAR column. Continue as above.

. When you have finished entering new or revised data for all the subobjects

on this screen, press PF5 to update the new data. When you press PF5,
your end-of-year projection and base figures will be right justified and the
object and index code figures will be adjusted. For the PF5 function to
Work you must erase or over-type existing numbers you are replacing with
new numbers. If you do not press PF5 and you move on to another scréen
or function, all data you entered will be lost.

- If more subobject codes exist for the object code showing near the top left

of the screen, press PF8 (afier you press PF5) to bring up a second screen
of subobject codes and update or revise as necessary; then press PF5. You
may use PF7 to go back to the previous screen of subobject codes.

. If you have updated all subobjects within the object on the screen, you can

move to the next object code by pressing ENTER and a new series of
subobject codes will be available for data entry. (Pressing ENTER in this
function will cycle you through all object codes with related subobject
codes for the index code selected.)
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7. When you complete data entry in the last object/subobject that exists for
the index code, pressing ENTER will bring up the next index code in
numeric order. You can continue entering data, making sure to press PF5
to update new data before leaving any screen.

SEE APPENDICES IN THE ANNUAL BUDGET SUBMISSION MANUAL FOR
SPECIFIC DOLLAR AMOUNTS FOR RENT INSURANCE, FLEET, WORKERS
COMP, COMMUNICATION AND OTHER CHARGES ALREADY

ESTABLISHED BY SUBOBJECT CODE FOR YOUR DEPARTMENT.

Subobject codes 01094 (social security overtime), 01095 (retirement regular
overtime), and 01096 (retirement high risk overtime) are updated by entering
dollar values in the base columns of 00160 (overtime regular) and 00161
(overtime high risk). Updating subobject code 00160 results in the autornatic
computation of social security (01094) and regular retirement figures (01095).

- Updating subobject code 00161 results in the update of social security (01094)
and high risk retirement figures (00196). It may be necessary to add subobject
code 00161 to an index code prior to entering a dollar value. (The only
departments that should use subobject code 00161 are police, corrections, fire and
aviation.)

Other functions available to you when in expenditure dollar update are:

® Justification Text—-Function 28: You can go directly from the subobject
dollar update function screen to the subobject text function (28), where
Justification text can be entered, bypassing the menu, by pressing the PF11
key. Once the text is successfully added, pressing PF11 will return you to
the multiple subobject update screen.

® Subobject Add—Function 21: You can go directly from the subobject
dollar update screen to the subobject add function (21), where
subobject/index codes can be added, by pressing the PF12 key. Once the
subobject is successfully added, pressing PF12 will return you to the
multiple subobject update screen.

To move through the subobject update function, you have the following options:

¥ Browse - Pressing the PF8 key will obtain additional subobject codes, if
any more exist, for the object code displayed. PF7 will take you back one
screen at a time within an object code after using the PF8 key.

® Scroll - Pressing the ENTER key will obtain for you the subobject records
for the next object code for the current index.

- ® Direct request - At the bottom of the subobject update screen are the fields
INX:, 0BJ:, and suBo:. You may select the index, object or subobject for the
subobjects to be displayed. When the selection is made, press the ENTER
key and the records will display on the screen.
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Subobject Code Text Update—Function 28

To provide an accompanying written explanation (justification) for a subobject
code, use Function 28. The text will appear on the expenditure justification report
that is required for submission to OMB.

To access the subobject text update screen from the Expenditure Menu screen,
you should type "28' in the FUNCTION NBR: field, the desired index code and
subobject in their appropriate fields; then press the ENTER key. You should see
a screen like 3.11, only no text will be showing. Note that a specific index code
and subobject code are showing. If you do not enter an index code when
accessing this function, ABDS will take you to the lowest index code number in
the department, since this function is done by subobject at index.

Follow these steps to enter text:

1. The cursor will be just to the right of the TexT: field. Type your text; when
you finish on the screen (12 lines of text are possible for each screen),
press PF5 to update/add the text on the screen to your departments' data
base.

2. Pressing ENTER will take you to the next subobject code in order for the
index code displayed. -

3. If you have more text to enter for this subobject code, after pressing PF5
to update/add the text, press PF14 to clear the screen and continue
entering text. You can type text on virtually as many screens as you want
to for each subobject, but before leaving any screen, press PF5 to update
the text and use PF14 to clear each screen before entering new text.

4. You can change text already entered by typing over it or erasing each line
and entering new text; then press PF5 to update the revised text.
Keep in mind that ABDS is not a word processor; there is no spell check, insert or
formatting feature. So take your time entering text. This function is, however, an
effective means for keeping text justification tied to specific line items for
reporting purposes.

UPDATE, EVEN IF YOU TYPE LOWER CASE LETTERS.
.
Once you are within the text update:

NOTE: ON ALL TEXT SCREENS, ABDS WILL MAKE ALL LETTERS CAPITAL WHEN YOU |

®  PF8 allows you to browse through text information if more than one screen
of information exists per subobject code. PF7 allows you to go backwards
after using the PF8 key.

B Specific subobject, object or index codes can be accessed by entering the
desired information in the appropnate selection fields and pressing the
ENTER key.

® PF14 (refresh) should be used to clear the screen before adding text, if text
already exists. This can be used to place more than one screen of text for a
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particular subobject code; please press PFS before PF14 in order to save
the first text you entered for the subobject code. :

® PFS5 modifies and adds text information. You must overlay any text to be
changed with new text. Text may also be deleted by pressing the ERASE
EOF key (or its equivalent on your keyboard) at the beginning of the text
hine or by using the space bar to erase the text record prior to pressing the
PFS key.

®  PF11 allows you to access the multiple subobject update screen (Function
31) where dollar values can be entered in the specific subobject code listed
in the selection portion of the screen. Pressing PF11 from Function 31 will
return you to the subobject text update screen.

® The CLEAR key will return you to the expenditure update menu screen.
Screen 3.11 Subobject Text :

11720598 AUTOMATED BUDGET DEVELOPMENT SYSTEM
7:21:55 ADD/MODIFY TEXT - SUBOBJECT

INDEX : €S205822 PROTECT/ADYOCATE CONSUMER

SUBGEJ : 00110 EMPLOYEE REGULAR

CURRENT: 482000 EQ¥-PRITHN: BASE:

TEXT: THIS 1S WHERE THE USER INPUTS 4 URITTEN EXPLANATIO
N (JUSTIFICATION) FOR 4 SUBOEJECT CODE.

SUEQBJ: Q0!lQ LIRK: RESPONSE:
USER: ST2 FY: 87 ENT: 22 DEPT: ¢S DIv: 02 INX: €3205822 FUND: 03D

-LEAR-RETN ENTER-REQ PF1-HELP PF2-ELTR PFS-UPD PF7-BKM PF2-FWD PF8-LINK
SF10-EXIT PF11-SOEJ PF14-REFH
SX28PM-10 KEY IN SUBOEJ TEXT. DEPRESS <PF5> Tg ADD/UPDATE

Subobject Text Carryover—Function 32 (NOT AVAILABLE FOR FY 1997-98)
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Function 32 (subobject text carryover) allows for copying text ovemight from the
previous year's budget to the current year's budget. This feature works only for
those departments that maintain the same index/division relationships from year
to year. If you reorganized or substantially altered your FAMIS set up, this
carryover feature may not work for you.

1. To use this function, enter '32' in the FUNCTION NBR: field on the
Expenditures Menu, and press ENTER. This will bring up Screen 3.12.

2. Type in the department or division number, index code or subobject code,
as desired, and press PF4 to add the text. This process occurs overnight; so
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you will not see the current year's text on the text screens Or In Teports
until the day after you use this function.

Screen 3.12 Subobject Text Carryover

111830 RUTUNATED EBUDGET DZUELOFHENT SVSTEH
10:@1:3¢ SUEOEJECT TE!T CHRF'CUER

SUSIEJECT:

LINK: FESFONSE:
- €T2 F'?: 9T ENT: @t IEPT: IT TIu: INd: FUND:
ETN ENTER-REQ PFI-HELP PF2-BLTN FF4-A0D  FFO-LINK FF1G-EXIT
PRIOR YEAR NOT FOUND

Text is carried over according to the following options:

® Department—If you select department, this function will carry over all text
existing within last year's budget to the current year (all index and
subobject codes that existed last year and match this year).

® Division--If you select division, this function will carry over all last year's
text to the current year for only that specific division you entered (all index
and subobject codes within the division selected). You can select another
division and perform the carry over function again. You can do this for all
or just one division within your department.

® Index code—carry over all last year's text to the current year for only that
specific index code you entered (all subobjects within the index code).
You then can select another index code and perform this function again.

® Ifboth index code and subobject code are selected, only that specific
subobject text will be copied to the current year. You can then select
another subobject code and perform this function again.

NOTE: WHILE THIS FEATURE MAY SAVE YOU A LOT OF TYPING TIME, YOU STILL NEED TO REVIEW THE
TEXT TO INSURE YOUR INFORMATION IS ACCURATE FOR THE NEW FISCAL YEAR, ESPECIALLY WITH
REFERENCE TO NUMBERS MENTIONED IN THE TEXT.
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ABDS Expenditure Reports

The following screen (3.13) shows the expenditure reports that are avaiial;le
within ABDS. See part 7 of this manual to review report request/processsing
procedures.

Screen 3.13 Expenditure Reports

=3

FY BN DF DV INBEX

: SUEOBJ ENTITY LEVEL
SUBQE] DEFLRTMENT LEVEL
SUEQRJ AT INDEX LEVEL

2c SUECEJ DIVISION LEVEL
XPENDITURE JUSTIFICATION

" SUEQEJ FUND LEVEL
SUEQBJ FROJECT LEVEL
SUBDBJ SUSFUND LEVEL
EXF. YORIANCE DF7DVSIX
EXP. WARISNCE OP/FDS DY

5 EXP. ViRl DP/DU/IX
EXP. VERIGNCE($)} DPSFD/DV

bt et et et s s b b b pa s s

JOE WaME: J0127012 LIKK: RESPONIE:

USER: ST2 FY: @7 ENT 27 DEPT €% DIV THDEX: FUrD: cae
CLEAR-RETH ENTER-REQ PF1-HELP PF2-ELTN PE7-BACYK PFS-FQORY PFY-LINK PF12-ERRGRS
RRO1PM-04 SELECT REPORTS DESIRED PLACING AN “X" ZND PRESSING EMNTER
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NOTES
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NOTES




PART 4: SERVICE ADJUSTMENTS AND
PROPOSED ADDITIONS

A service level adjustment (SLA) is a reduction to the base budget that is

necessary in order to reach the preliminary budget (core). When identifying a
service adjustment, you are determining those positions by occupation code and
pay step with associated salary and fringe benefit figures (automatically
calculated) and operating and capital expenses by subobject code/index that you
mtend to remove from your ABDS base budget. A proposed addition to the core

“(PATC) can be a restoration of an SLA, an entirely new program, a program
enhancement, capital equipment, or any other new funding request. PATCs are
positive adjustments to the core budget. For PATCs, you are determining those
positions by occupation code and pay step with associated salary/fringe benefits
(automatically calculated) and operating and capital expenses that you intend to
add to your core budget by subobject and index code.

The Service Level Adjustment and Proposed Additions to Core subsystems can be
accessed directly from the Departmental Menu by selecting Function 05 for SLAs
and Function 04 for PATCs. Both inquiry and update features for PATCs and
SLAs are found on their respective menus. Screen 4.1 shows the Service Level
Adjustments Menu.

Screen 4.1 SLA Menu

11718295 RUTONAHTED BUDGET LEUELOFHENT SYSTEM EUIMSFMN
11:14: 12 SERVICE LEUVEL ADJUSTMENTS MENU EUDASANN
e S PR p—— ad

1 INOUIRIES | UPDIRTES !
R e +
GENERAL DE3C S1 GENZRAL TESC 1
GENZRAL TEWT 52 GENERAL TEXT ]
PERSONNEL SI  FERSONNEL |

OTHEFR OPER/CAFITAL ENFENSES E4 UOTHER OFEFR/CAPITAL E»FENSES |

TOTAL LOLLAFS S5 TOTAL DOLLARS |
JUSTIFICATION TEVT ¢ JUSTIFICAHTION TENT {

|

|

!

}

-+

LEFT SUMMARY
FUND SUMMAPY

e e —

FUNZTION NER: LINK: RESPONZE:
USER: STZ FY: 97 ENT: @1 IEPT: IT UDIU: INX: FUND:
SHDJ NER:

CLEAR-RETN ENTER-REQ FF1-HELP FFZ-ELTN FF9-LINK FF10-EXIT
SPMNPM-01 KEY IN SELECTION DATA — PRESS <ENTER)
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Since both PATC and SLA functions are virtually identical, this section of the
manual focuses on the SLA subsystem of ABDS. In fact all update and inquiry
functions within the PATC subsystem of ABDS are identical with thosé for
service adjustments, with one minor exception explained later, different titles on
the screens and reports and, of course, the results of the computations show up in
different columns on personnel and expenditure screens and reports. Screen 4.2
below shows the PATC Menu. Note the functions and descriptions are identical
to the SLA Menu.

Screen 4.2 PATC Menu

117 15,%0 AJTOMRTEDL EULCET DEUSLGRHENT SvsTEN
11: 183 FROPOSED ADDITIONS TO CORE MENU

INQUIRIES UPDINTES
GENERAL DESC 2 z

+ —

A {0 -

3 FITAL EXFENSES
TOTAL DALLRRS
JUSTIFICATION TEXT
LEFT SUMMARY
98 FUND SUMNHARY

minwn U] i
M

!
l
!
|
]
!
|
|
|
!

Mﬁ\—-ﬂ“‘.‘“—_—_

FUNCTION NEF:: RECFONSE:
USER: €72 Fi: @7 ENT: @1 IZPT: IT ILIu: INK:
PATC NPR:

CLERR-RETN ENTEF-REC FF1-HELP PF2-BLTN FF2-LINK PF13-EXIT
SPHNPM-G1 KEY IN SELECTION DATA — FRESS <ENTER>

Service Adjustments Updates

Once in the SLA Menu, choosing Functions 51-56 will bring up SLA update
screens. Of course prior to bringing up this function in ABDS, you will have
thought out in some detail what adjustments you plan to make to your base budget
to reach the core. Your first step in ABDS begins with Function 51 on the SLA
Menu and then proceeds through the remaining SLA update functions in
numerical order. Once you use Function 51 to create an SLA, you do not have to
return to the menu for the other functions (52-56), as explained below. Afier
creating an SLA, you may change data on any screen by using the menu to go
directly to the desired screen and update/change data there without regard to
numerical sequence of the SLA. Each step in creating an SLA is explained next
by function number.

General Description Update—Function 51

62

Function 51 (Screen 4.3) is where the SLA number, general description, and
department priority are created. (You may change the department priority number
at any time after you create a SLA by over-typing the existing number on this
screen and pressing PF5.)
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Screen 4.3 SLA General Description Update

11520796 AUTONATED BULGET UDEWELOFMENT SvSTEN ‘ EUDHIFE]
07:27:3¢ SRV 4DJ - GENERAL DESCRIPTION UFDATE tlDASAT]

DEPARTHENT: CS  CONSUMER SERVICES
SADJ NBR:  QOQO)
DESCRIPTION: THIS IS 4 SiMFLE SERVICE ADJUSTMENT

DEPT FRICRITY: 00C SUSFRIORITY:

Se0J NER: 00ZC) v RESFONSE:
JZER: STZ F¥: Q7 ENT: 22 DEPT: ©S DIv: G2 o5z o FUNDe: @30 .

CLEAR-RETH ENTER-RE(/SCR FFI-HELF FFZ-BELTN FF4-40D PFS-URD PF5-DEL FF9-LINK
PF10-2XIT PF11-PERSN PFI12-GTENT
SPS1RP-08 THE SRV 40J RECORD HAS BEEN SUCLESSFULLY ADDED

Once on this screen you enter the SLA descriptive title. You must enter a title in
the DESCRIPTION: field. The DEPARTMENT: and SADJ NBR: fields are automatically
generated by ABDS when you press PF4 to add the SLA. Each SLA (or PATC)
will have a unique number assigned by ABDS. You may, as desired, enter a
departmental priority and/or subpriority ranking. The following are Important
points to note regarding this screen: :

Users with division security are not allowed to enter a departmental priority
or subpriority.

PF4 - adds a new SLA descriptive title. ,

PFS - updates an existing SLA descriptive title.

PF6 - deletes an unwanted SLA descriptive title after all dollar figures have
been deleted from all other appropriate SLA screens.

PF11 - sends you to the personnel update screen (Function 53) without
having to return to the main SLA menu.

PF12 - transfers you to the general text screen where overall narative
information regarding the SLA may be entered.

When you are at the title screen, pressing the ENTER key will take you to
the next existing SLA descriptive title for reviewing or editing and so on.
You may locate a specific existing SLA by entering the desired SLA
number in the saps NBR: field and pressing the ENTER key. These features
are common for all SLA function screens in ABDS.

The pept PRIORITY: field uses digits (001-999); the susprIORMTY: field uses
letters (A-Z), e.g., priority 2b will come before 2¢, and 1f will come before
2a. Pnority determines the order SLAs will be shown on summary SLA
screens, printed on reports and subtracted from the base budget, not
necessarily the SLA number, i.e., priority 1 will be subtracted first, priority
2 second, and so on--regardless of SLA number. PATC priority works the
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same way for reports and summary PATC screens, €.g., priority 1 will be
added back first, priority 2 second, and so on.

General Text—Function 52

Once you add the descriptive title, pressing PF12 (or using Function 52 from the
SLA menu) will bring up the SLA General Description Text screen. This is
where you may enter text information to describe in general terms a service
adjustment. If your service adjustment is easy to understand and is confined to
one index code, this may be the only text justification you need to enter into
ABDS. See the section on justification text (Function 56) to learn how to enter
more complicated, multiple index code text justification.

Screen 4.4 SLA General Description

11520096 #UTUMSTEL EUDGET CEVELBFRENT SIiTEN EULIISFED
07:54:67 SRV ADJ - GEMERAL DESCRIPTION TEXT BUDA3ASES

LEPARTMENT: CS COMSUMER SERVICES
SALJ HER: 00081 THIS IS 5 SiMPLE SERVICE ADJUSTMENT

4 BRIEF DESCRIPTIOH OF YOUR PROPOSED REDUCTION IS APPROPRIATE HERE.
IDENTIFY THE IMPACTS OM SERVICES. IMDICATE HOW THIS FITS INTO THE
DEPARTMENT PURPOSE, &ND IF PERSONNEL AND OTHER OPERATING COSTS REDUCTI
ONS ARE MINIMAL, INDICATE THE POSITIONS AND DOLLARS ASSOCIATED WITH TH
E PROPOSED REDUCTIONS. IF THE Si4 IS LARGE OR HAS MULTIPLE INDEX CODES
AFFECTED. YOU M4Y WISH TO USE THE OTHER TEXT FEATURES OF THE SLs SUESY
STEM.

S4DJ HBR: 0JCOL LINK: RESPONSE:

JSER: ST2 FY: 87 ENT: 22 DEPT: €S DIv: G2 INX: 25205822 FUND:

“LEAR-RETN ENTER-REQ PFl-HELP PF2-BLTH PFS-UPD PFE-FORM 8-LINK PF10-EXIT
PF1Z-PERSMN PF14-REF

SPS2RP-05 TEXT RECORDS SUCCESSFULLY UPDATED, SUEMIT NEXT REQST

You may add up to twelve lines of text per screen. ABDS will allow as many
screens of text as you wish to enter; bowever, it should be noted again that ABDS
1s not a word processor. You may type lengthy text justification on a word
processor rather than ABDS and submit it along with the ABDS SLA report.

Guidelines for Using the SLA Text Screen
B The department code, name, and SLA number are shown at the top left of
the screen to confirm the SLA being updated.
Type all desired text and press PF5 to add or update text information.

Text may be deleted using the ERASE EOF key (or a similar key as
shown on your keyboard template) and pressing PFS5.

® Once a screen is filled with text and PF5 has been pressed, you should
press PF14 to clear the existing screen of text information before entering
additional information.
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® When updating existing text, you can scroll through multiple screens of
text using PF8.

® PF12 will send you to the Personnel Update Screen (Function 53) without
having to return to the SLA Menu.

IF YOU DO NOT HAVE A PF14 KEY, TYPE 'PF14’ IN THE Responst: FIELD
AND PRESS ENTER TO PERFORM SAME FUNCTION. THIS WORKS FOR
TIP ALL PF KEYS.

Personnel Updates—Function 53

To reach the screen where you enter personnel information for the SLA, press
PF11 from the General Description Screen, PF12 from the General Text Screen
or through Function 53 from the SLA menu. The salary/fringe update screen will
appear (Screen 4.5). You enter position related service adjustments on this

screen.

Screen 4.5 SLA Salary/Fringe Update

AUTOMATED BUDGET DEVELUPMENT SYSTEM ' EULMSFSa
SRY ADJ - SALARY/FRINGE UPDATE EUDAZASS

EADJ HNER: 0001 THIS IS & S4MPLE SERVICE ADJUSTMENT DEPLRTMENT
QIVISION: 0z CONSUMER PROT. ADVOCETE PRI SUEFRI
IHDEX: (€S205922 PROTECT/ADWUCATE COMSUMER oo

ZEL PER EUD PAY PLY HIRE RET EXEC 0CC EI-W DESCRIPTION FORECAST
HER ST&L STEP PER MSL/Y COLE EEM CODE RATE
01 26 112896 21 0012 726 CLERK 3
26 112086 21 0011 628 CLERK 2

SARJ MER: 042001 LINK: RESPQONSE:

k : STz FY: 87 ENT: 22 DEPT: €S DIW: 0Z INX: €5205922 FUND: 020
bLE .R-RETN ENTER-REQ/SCR PF1-HELP FFZ-ELTHN PFS5-UPD PF8-FORY PFS-LINK PFIG-EXIT

FF11-DET PFl2-CAP PF14-REFRESH PF18-JTEXT
SPS3RP-05 UPDATE SUCCESSFUL

Guidelines for Salary/Fringe Update Screen

® Before position information can be entered, you must have created the SLA
on the General Description Screen.

® The desired index code must appear in the upper left hand section of the
screen along with the SLA descriptive title and number. ABDS
automatically enters the division code and title based on the index code you
previously entered. If no code appears in the upper left hand section of the -
screen or if a code other than the one desired appears, you must enter the
desired code in the inx: field in the lower section of the screen and press the
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ENTER key. The desired index, its descriptive title along with the related
division code, and title will now appear in the upper left hand section of the
screen. :

Steps for Using the Personnel Feature in SLAs
These are the steps for adding personnel in the SLA subsytem.

1. When first in the salary/fringe screen, pressing the TAB key will bring
you under the seL field. This field is explained later. Press TAB again
and you will be on the left side of the Per NBR column field. (Like other
subsystems in ABDS, when entering data here, you start on the left side of
the column where the TAB key takes you, and when you update the screen,
the numbers will move to the right side of the column.)

2. Under the Per N8R field, you enter a minus sign and the number of
positions that you plan to cut from your base budget (e.g., -2).

3. Then you TAB to the BUD STA field; if you leave this field blank, ABDS
will default this to "1", which is appropriate for full-time positions. Enter
a‘3'if you are cutting a part-time position. '

4. Then you TAB to the pay sTer field and enter the appropriate pay step. If
you do not enter a pay step, ABDS will assign pay step "1" to the position
when you update the screen. If this is a step 99 position, enter 99 in this
field and then you must also enter your own bi-weekly rate in the Bl-w RATE
field in order for ABDS to calculate the salary/fringe forecast. Also, if the
position gets executive benefits, enter the appropriate code in the exec Ben
field (E1, E2, E3).

5. Then you TAB to the Pay Per field and enter the number of pay periods
you are eliminating by cutting the position, or leave the field blank and
ABDS will default to the number of pay periods based on the effective
date in the new budget year; L.e., if you enter the effective date January 1
of the next budget year and make no entry in the pay period field, ABDS
will project the remaining pay periods in the fiscal year. Enter the date
without slashes or dashes between the month, day and year (e.g., 100197
for October 1, 1997). If you enter a number in this field, ABDS will
calculate the salary/fringe savings using the number of pay periods
regardless of what you enter in the EFFeC MDY field (effective date).

6. TAB to the eFFec MDYy field; leave blank if you want the effective date to
be October 1 of the new budget year, or enter a date as described above.,

7. TAB to the retirement code field. Leave it blank and ABDS will default it
to "21." If you need another retirement code, enter the code number here.
See the rates function under personnel to find retirement codes.

8. TAB to the executive benefits field; leave this blank unless you have a
step 99 position that gets executive benefits. If so, enter the correct code
(E1, E2, or E3).
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9. TAB to the occ cope field. Enter an occupation code. There is no default
for this field. You must enter a code.

10. When you TAB again, the cursor will return to the seL column, one row
down. Continue from step 1 above to add more occupation codes to the
service adjustment. ‘

11. Once all position related information has been entered for a given index
code. Press PF5 to update, and ABDS will forecast the salaries and fringe
benefits, bring up the default values for blank fields and the description of
the occupation code for the personnel component of the SLA.

12. At this point if you want to add another index code to the same SLA, you
may enter a new index code in the inx: field in the bottom section of the
screen, press the ENTER key and then enter personnel information for
that code following the steps above; press PFS, update, and so on. You
may have several iridex codes with budgetary information within one SLA
by following the preceding process. You may also go to a text
Justification screen (PF19) or to the other operating/capital screen (PF12
CAP).

The st field is where you would enter a D' for delete to eliminate a row of
posttion related information or an "X’ to request further salary/fringe information
for a given row. TAB to the seL field to find the nght spot to type the "D" or "X."
Once the D' has been entered, you then must press PF5 to process the desired
deletion. If an 'X' is in the st field, you then press PF11 to see the Salary/Fringe
Detail Screen. You may place an "X’ next to several rows of information and then -
press PF11. The detail screen for the first row will appear first. You then press
CLEAR to see the detail screen for the next row and so on. (The detail
salary/fringe numbers will be for the total number of positions under the PER NBR
field.) Pressing CLEAR after all detail screens have been viewed will return you
to the Salary/Fringe Update Screen. See Screen 4.6 for an example of a
salary/fringe detail screen.

The following function keys can help you move around these screens:

®  PF8, the browse function, is used to scroll through multiple screens of
personnel information within the same SLA when viewing information or
when searching for a row of information requiring an update or deletion.

® PF11 will move you to the Salary/Fringe Detail Screen (informational
only) for a given row for which an "X' has been entered in the seL field.

® PF12 will send you to the Other Operating Capital Update Screen.
® PF19 will send you to the Justification Text Screen.

You may enter specific index codes or specific SLA codes on the lower left part
of the screen in the inx: or SADJ NBR: fields, respectively, and press ENTER to goto
a desired index within a specific SLA.
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Screen 4.6 SLA Salary/Fringe Detail

11/2G/ 58 #UTUMATEL EUGGET DEVE LOFMENT SiTEN ] T BUDNSFRS
Ti4l:04 SEU ADJ - SALARY/FRINGE DETAIL INQUIRY BUDASP4Q

SADJ MER: 00001 THIS IS & SHMPLE SERVICE £DJUSTMENT
INOEX: CS2059 PROTECT/A0WOCATE COMSUMER

“ER NEE: -01 STAT: 1 PiY STF: 01 PRI 26 HIRE: 112096 RET: 21 EXEC: 0CC: 0011
SALARY &MOUNT: -170E5
FICA: -10z2
11188
RETIREMENT AMOUNT:
HELLTH 1N &M
LIFE 1N3 EMODNT:

LONGEVITY EONUT EMOUNT:
PROFESSIONEL
=F

TOTAL FORECAST AMOUNT:
PESPONSE:
JSER: &TZ FY: 87 ENT: 22 GEPT: ¢S IV Qo NUEX: C32053 FUND: 030
-LEAR-RETN PF1-HELP PFZ-ELTH PF1O-EXIT
SP3SPM-02 SRV ADJ SALARY/FRINGE DETAIL INQUIRY

NOTE: FOR STEP 99 POSITIONS, YOU MUST ENTER A BIWEEKLY RATE IN THE SALARY FIELD. BE SURE
TO ENTER AN EXECUTIVE BENEFIT CODE TO CORRECTLY COMPUTE ALL THE FRINGE BENEFITS
ASSOCIATED WITH STEP 99 EXECUTIVE BENEFIT LEVELS.

\

Justification Text—Function 56

The Justification Text Screen (Screen 4.7 ) is intended to serve as detailed index
code specific justification or explanation for proposed budgetary actions. Use of
this screen is optional. This screen works the same as the General Text Screen
discussed earlier. The only difference is that this justification should be more
detailed than the overall justification provided on the General Text Screen. This
screen can be accessed from the Personnel Update or Other Operating/Capital
Update Screens through the PF19 key or from the SLA menu through Function
56. You should be sure the index and SLA numbers in the upper left section of the
screen are the ones desired. The steps for adding text are:

1. Once in the text screen, the cursor will be at the top left corner where you
begin entering text. Begin typing. You may enter up to 12 lines of text
per screen. Press PF5 to update/add the text to the SLA record.

2. If you need more screens for text, press PF14 to clear (electronically
refresh) the screen and continue typing. Press PF5 when finished with this
screen and continue or press CLEAR to take you back to the personnel
screen.

When you complete the text justification for the index code first associated with
the SLA and press PF5, you may then change to another index code if the SLA
affects more than one index code. You do this by clearing the screen using the
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PF14, refresh, entering the new index code in the selection area of the screen (INX:
field) and pressing ENTER; then type in the additional text justification for the
second index code and press PF5, update, to add the text to the SLA.

Screen 4.7 SLA Justification Text
e e et ok 1 CX

1172085 AUTOMATED BUDGET DEVELUPIENT SYSTEM
07:42:58 SRV ADJ - JUSTIFICATION TEXT

INDEX: €S205922 PROTECT/ADVOCATE CONSUMER
SADJ NBR: 00B0! THIS 1S A SAMPLE SERVICE ADJUSTMENT

USE THIS SCREEN TO EXPLAIN MORE ELOBORATE SERVICE REDUCTIONS. THIS IS
ESPECIALLY USEFUL FOR SLAS THAT HAVE MULTIPLE INDEX CODES BECAUSE E4CH
IHNDEX CODE CAN HAVE TEXT ASSOCIATED WITH IT.

SADJ NER: 00001 LINK: RESPONSE:
USER: S£T2 FY: 87 ENT: 22 DEPT: €S DIV: G2 INX: CS205522 FUND: 830
CLEAR-RETN ENTER-REQ PF1-HELP PF2-ELTH PE5-UPD PFS-FORU PFQ-LINK PF1G-EXIT

PF14-REF
SPB2AIM-04 NG JUSTIFICATION TEXT RECORDS FOUND FOR REQUESTED SRV ADJ

Other Operating/Capital Updates

The Other Operating/Capital Update Screen (4.8) 1s accessed through PF12 from
the Personnel Update Screen or through Function 54 from the SLA main menu.

All non-position related budgetary information is entered here; however, you may
enter any salary/fringe data not entered on the personnel update screen such as
overtime or pay exceptions. You must enter both salary and fringe related values
for any items not calculated by the personnel component of the SLA subsystem,
or else you may be underestimating the dollar value of the SLA. You do this by
entering subobject code 00199 for salary and 01099 for fringe dollars. These
amounts will show up under salary and fringe expenditures.

Guidelines for Using the Other Operating/Capital Update Screen

® Before information can be entered, the SLA must have been created on the

general description screen, but you need not have entered any personnel
information.

® Accessing desired index codes and entering new index codes works the
same on this screen as the Personnel Update Screen. You should insure that
you are working on the current SLA and index code by reviewing the
descriptive information in the upper left hand area of the screen.
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Steps for Using the Operating/Capital Feature in SLAs
The steps for adding other operating and capital subobject codes are as follows:

1. When this screen comes up, press the TAB key; it will take you to the left
column, first row under the p field. TAB again to go to the sosy field.
(You will skip over the osu field.)

2. Under the subobject column, you enter the subobject code that you plan to
reduce as part of this service adjustment. When you update this screen,
ABDS will automatically add the descriptive title and object code.

3. TAB to the quantity field (arv), and enter a minus number (e. g., -4).
4. TAB to the uniT price field and enter the unit price.

5. TAB again and the cursor will go back to the p field. You may continue
to add subobject codes, negative quantities and unit prices until the screen
is full.

6. Press PFS to update the screen and ABDS will add the titles of the
subobject codes and multiply the unit price numbers times the quantity to
give you the total cost, which should be a negative number.

At this point you may clear the screen using PF14, refresh, to clear the screen and
then add more subobject codes, negative quantities and unit price dollars. Press
PFS to update this screen. Or Yyou can go to text justification by pressing PF19.
You may also go to the total dollars screen by pressing PF12.

The b field is where you would enter a D' to delete a given row of information; |
TAB to the desired line, enter the D', then press PFS to carry out the deletion.
The following keys can help you get around in this screen:

® PF8 is used to scroll through multiple screens when viewing information or
when searching for a row of information requiring update or deletion.

® PF12 will send you to the Total Dollars Update Screen.

® PF19 will send you to the Justification Text Screen.

®  You may enter specific index codes or specific SLA codes in the lower
section of the screen and press ENTER to go to a desired index within a
specific SLA. -

Total Dollars Update—-Function 55
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This screen (Screen 4.9) is accessed through PF12 from the Other
Operating/Capital Update Screen or through Function 55 from the SLA main
menu.

This screen provides summary financial and position related information for a
given SLA based on information you entered on previous screens. The financial
fields in the ToTAL vaLUE: field of the screen along with priority and position count
number are strictly informational. You cannot update these figures directly on this
screen.
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Listed below the financial information are all affected index codes with dollar
totals associated with them. If more than one screen of index codes exists within
an SLA, the remainder can be viewed by pressing PF8 until all index codes are
shown. Next to each index code is a column labeled arD for Accept, Reject,
Delete. The default value shown next to each existing index is "A" for accept.
This means that the dollar total associated with each index code has been included
in all reported dollar totals for that SLA and subtracted from the base budget

figures to reach the core.
Screen 4.8 SLA Other Operating/Capital Update

AUTOMATED BULGET DEVELOFMENT SYSTEM ' EUIMSPSS
SRU ADJ ~ OTHER OPERATING/CAPITAL UPDATE BUDASASY,

G0601 THIS IS A SAMPLE SERUICE ADJUSTMENT TEPARTMENT
©2 CONSUMER FROT. &DUOCATE FRI SUEPRI
INDEX: CS2053922 PROTECT/ADUCCATE CONSUMER [o{o]o]

D OBY <OBJ BESCRIPTION QTY UNIT PRICE TOTAL COST
- — —————————— e —
S10 31010 TELEPHONE-REGULAR -

HEulcbloy| LINK: RESPONGE:
FY: ST ENT: 22 DEPT: €S DIU: G2 INX: CSz05322 FUND: @30
CLEAR-RETN ENTER-REQ/SCR PF1-HELP PFZ-ELTN PFS-UPD PF2-FLID FFO-LINKPF 19-EXIT
FF12~TOTAL PF14-REFRESH PF 19-JTEXT

SPS4RP-0S  UPDATE SUCCESSFUL

Screen 4.9 SLA Total Dollars Update

11715-9 HUTOHATED EUDGET LEVELOFHENT SY3TEN
13:13:22 SRV ADJ - TOTAL DOLLARS UPDATE

ADJ NER: 00001 THIS IS A SAMPLE SERVICE ADJUSTMENT

TOTAL URLUE:
SALARY ~59,462 PRIGRITY IN IZPT: GO2

FRINGE -24,955
TOTAL SAL-FRNG -84,418 TOTAL POSITION COUNTS:
OTHER OPERATING FULL TIME: -2
CEFITAL FART TINE:
GRANI TOTAL -84,418

H/R/sI0 DIV INDEX SAMBUNT
w09 IT324491 -84,418

3ADJ NER: QIO01 LINK: RESPONSE:

SER: ST2 FY: @7 ENT: €1 IEPT: IT DIV: G4 INN: IT324491 FUND: 050
LERR-RET ENTEP-REG/SCR FF1-HELP PFZ-ELTN FFS~UPD PFS-FORW PF9-LINK PF1B-EXIT
SPSPM-02 SRU ADJ TOTAL DOLLARS DISPLAY
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By entering an 'R’ for reject next to an index or multiple index codes and pressing
PFS, you are telling ABDS to suppress the dollar totals for such index codes from
the total reported value of a given SLA. Consequently, these values will not be
subtracted from the base budget figures. You can later change the 'R’ back to an
'A’ and press PFS again to include such dollar amounts for a given SLA. When
you reject an index code, the dollars are removed from the salary/fringe summary,
reports, and expenditure screens; however, the total dollars still show in the
AMOUNT field for each rejected index code.

By entering a 'D' for delete and pressing PF5, you will delete all information for
a given index code including dollars and text. Once deleted, this information
cannot be recovered.

To delete an entire SLA, including the SLA number and title, you must first delete
all financial information for each index code within an SLA. This can be done by
placing a ‘D" next to each index code shown for an SL.A on the Total Dollars
Update Screen and pressing PF5 for each screen of codes. Once all budgetary
information has been deleted for each index code within an SLA, you may delete
the SLA descriptive title and SLA number by returning to the General Description
Screen (Function 51 from the SLA menu), verifying that the SLA number and
title shown are correct. If not, enter the desired SLA number in the sapJ NsR: field
on the lower left hand side of the screen and press the ENTER key. Then, press
PF6 to delete the SLA code and title. The number ABDS had assigned to this
SLA can no longer be used.

Service Adjustment Inquiries

After creating SLAs, you many select the Inquiry functions to view all
information entered for them. Functions 01 through 08 from the SLA Menu will
access the various inquiry screens. It should be noted that the 1nquiry screens
accessed in Functions 01-06 are identical to the SLA update screens, and, in fact,

- will display identical information, the only difference being no updates are

allowed. Since inquiry screens for Functions 01-06 are identical in appearance to
update screens for Functions 51-56, please review these screens in the previous
sections of this part of the manual.

Functions 07-08, the department and fund level SLA Inquiries, respectively, are
useful for viewing summary listings of all SLAs entered for a department or fund
within a department. These do not have comparable screens in the update section.
Function 07 is useful in tracking where a department or division's adjusted base
budget stands in relation to the required preliminary or core budget figure. The
department level summary inquiry screen is shown on the next page (Screen
4.10). Note that for each SLA its number is shown, then a descriptive title,
followed by the department priority, the amount or value of the SLA and the
adjustment to base total.
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Near the top of this screen, the base budget total is displayed for the fund; the
calculated core is right below the base dollar line. This shows the net total budget
figure for the fund (by subtracting the SLA amounts from the base fi gure to arrive
at the core number). On this screen the department priority number controls
which SLA is listed first. (SLA reports will also print in department priority
number if used.) This means the priority number determines the order SLAs are
subtracted from the base to reach the core budget, not the SLA number that ABDS
assigns to an SLA when it is created. This is useful for rearranging SLA priority
listings if service adjustment decisions change during budget development.

Screen 4.10 SLA Department Level Inqui

12712796 AUTOMATED EUDGET DEVELOFMENT SYSTEM BUIIMSPAT
18:14: 18 SRU ADJ — DEPT SUMMARY FOR DEPT €S BUTIARSABT

BEASE DOLLARS FOR DEFARTMENT CS - 4,411,814
CALCULATED CORE: 4,327,3%
OTAL WALUE : -84,418 DEPT ADJUSTHMENT
SRU ALY IESCRIFTIVE TITLE PRICRITY VALUE  TO BASE
t THIS IS A SAMPLE SERUICE ADJUSTMENT Goz A -1600 4410314
2 THIS IS ANOTHER SERUVICE ADJUSTMENT 683 A ~83418 4327396

LINK: RESPONSE:
FY: 97 ENT: 22 DEPT: CS DIV: G2 INX: CS205922 FUND: B30
CLEAR-RETN  ENTER-REQ' PFI1-HELP FFZ-ELTN PFS-FORW PF9-LINK FF18-EXIT
SPE7PM-02 ALL SRU ADJ SUMMARIES DISPLAYED

Proposed Additions - Inquiries and Updates

ABDS inquiry and update screens and procedures are virtually identical within the
PATC and SLA subsystems of ABDS. Only three differences need to be noted.
First, to access the PATC component of ABDS, select Function 04 from ABDS
Department Menu. Second, on the Total Dollars Update Screen for PATCs
(Function 55 from the main PATC menu) an additional field exists where you
may enter any estimated revenue or cost savings associated with a PATC (TAB to
this field and enter your amount). Once PF5 is pressed, ABDS will calculate the
net cost of the PATC. Third, PATC dollar and position numbers are displayed
under the PATC column in expenditure screens and reports.

Screen 4.11 displays the Total Dollar Update Screen. Note the net impact is
informational only; it does not carry forward to any appropriation screen or report,
but it will print this on a detailed PATC report.
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Since the PATC and SLA components are generally identical, you should refer to
the SLA section of this manual to understand how to enter any proposed additions
to the preliminary budget (core), keeping in mind that PATCs are positive
adjustments, so you would not use negative numbers in any of the fields. If you
use negative numbers in the PATC system, then the PATCs will be subtracted
from the core budget rather than added to it.

Screen 4.11 PATC Total Dollars Update

AUTCHMATEL EUDRET DEUELGFIENT SYITEM g ]
PATC = TOTAL DOLLARS UPLATE EULARFASE

HTC NER: GOOG1 TEST

TOTRL URLUE:
SHLARY 3,646 FRICRITY IN DEFT: QO&
FEINGE 1€

TOTAL SAL-/FENG 3 ; TOTRL FOSITION COUNTS
OTHER COFERATING FULL TI
ChPITAHL FART TINEZ:
GRAND TOTAL

s
<

IRTED REMENUE OF

Ho/R/0 DIV INDEX SANOUNT NET EFFECT: ~51,887
03 17221937 £1,857

"ATC NER: @03@1 LINK: RESFONZE:

ISEF: STZ F: 9T ENT: @1 DEPT: IT DIU: &4 INZ: IT3Z4431 FUND: @5@
_LEAR-RET ENTER-FEQ-SCR FF 1-HELF PF2-ELTN FFE-UFD PFE-FORN FFO-LINK PF1G-EXIT
3PASPM-B1 PATC TOTAL DOLLARS DISPLaY

ABDS SLA/PATC Reports

The following screens show the SLA and PATC reports that are available in
ABDS. See part 7 of the manual to review report request procedures.
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Screen 4.12 ABDS SLA Reports

AUTOMATED EUDGET DEVELOFMENT SYSTEM ~ EUDMRRG
SERUICE ADJUSTNENT REFORTS

REFQRT DESCRIFTION FTR DF TV INDEX

- —— —

SALJ ~ SUMMNRY DEPT LEVEL 13¢
- 8ADJ = LDETAIL REFORT 13e
f SADY -~ SUMMARY FUND LEUEL 13

JOB NAME: JU1Z2TBGS LINK: RESFONSE:

USER: JPT Fv: 95 ENT: ®1 DEFT: @1 DIU: INDEX: FUND:
CLEAR-RETN ENTER-FEQ PF1-HELF PFZ-ELTN FFT-EACK FFE-FORK FF9-LINK FF1Z-ERFORS
RO 1PH-04 SELECT REPORTS DESIRED FLACING AN "2" AND PRESSING ENTER

Screen 4.13 ABDS PATC Reports

01/23/94 AUTOMATED EUDGET DEVELGFHMENT SYSTEN - BEUDMRRG
16:19: 19 FROFOSED ADDIITION TQ CORE REFORTS EUDARRES

RPT REPORT DESCRIFTION PTR DF IV INDEX FD PROJ
T34 PATC - SUMMARY DEFT LEVEL 136
736 PATC - DETAIL REFORT 136
740 PATC = SUMMARY FUND LEVEL 138

JOE NAME: J0127008 LINK: RESPONSE:

USER: JPT FY: 93 ENT: ®1 DEPT: @1 DIu: INDEX: FUND:
CLEAR-RETN ENTER-REQ PF1-HELP FF2~ELTN PF7-EACK PFS-FORW PF9-LINK PF 12-ERRORS
RO PM-04 SELECT REPORTS DESIRED PLACING AN “X" AND PRESSING ENTER
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PART 5: REVENUE

The revenue subsystem of ABDS is simple in design and operation. Of course,

you only need to use this subsystem if you have revenue to budget such as from

fees, grants, charges for services that you provide to the public and county

departments. Generally, you do not need to use this subsystem for general fund

appropmnations. If you are unsure about how to handle revenue, check with your
_budget analyst.

Historical and current revenue figures are loaded into ABDS at the same time as
personnel and expenditure data in early December. If you have not correctly
loaded these figures in FAMIS prior to the ABDS down load, then incorrect
figures will also show up in ABDS; however, you can update all revenue fields
except the PRIOR YR field to reflect the Board of County Commissioners approved
revenue levels.

There are four inquiry and one update functions in the revenue subsystem. These
functions are explained in this part of the ABDS Manual.

Revenue Functions

To reach the revenue subystem, you type '06' in the FUNCTION NBR: field on the
ABDS Departmental Menu and press ENTER. Screen 5.1, Revenue Menu, will
be showing with the five revenue functions. The revenue Inquiry screens have
similar formats, although not all screens have the same fields or in the same order.
The following fields in column form can be found on the Inquiry screens:

® INDEX: shows the FAMIS revenue index code number.

® PROJECT: shows the FAMIS project number associated with the index code
DESCRIPTION: shows the index code or project description, depending of the
function selected.

® PRIOR YR: displays the prior year actual reported revenue.
® CcurreNT: displays the current year's revenue appropnation as shown in

FAMIS.
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® EOY-PRJTN: shows either a blank field or the figures that you have entered
using the revenue update function.

® FORECAST: Shows either a blank field or the fi gures that you have entered
using the revenue update function. :
Again, as in other subsystems, you select the level you wish to review

(department, division, index and fund) by what you enter in the related fields in
the selection area of the screen.

Screen 5.1 Revenue Menu

11719735 HUTOMATEDR EULGET DEVELOFHENT SYSTEN PUDMRUMN
07:55: 14 REVENUE MENU BUDARUMN

‘*—*—4———————._———-—-—*.;
| FUNC NER | DESCRIFTION 1
e e ———

————

(0N INQUIRY INDEX LEUEL
02 INQUIRY  FUND LEVEL
63 INQUIRY FUND/PROJECT LEUEL

|
|
I
G4 | INQUIRY SUMMSFY FUND/PROJECT
|
}
|
|

50 UFDATE  FUND/FROJECT LEUEL

+-———————————+——————-——-————-———-——--—-—~———+

FUNCTION NER: LINK: RESPONSE:
USER: ST2 FY: 9F  ENT: 22 DEPT: CS DIv: INDEX:
FUND:

CLEAR-RETN ENTER-REQ PF1-HELP PFZ~ELTN PFS-LINK FFIG-EXZIT
UMNPM~-01 KEY IN SELECTION DATA — PRESS <ENTER>

Revenue Inquiry—Functions 01, 02,03 and 04
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Each of the revenue functions is summarized below.

¥ Function 01 allows you to review revenue by index code. You can select
the level of detail (department or division) in the fields below the data.
Screen 5.2 depicts this function at the department level. You can see the
level selected both on the top left of the screen under department
description as well as in the pepT: field near the lower right corner of the
screen, where you would make this level selection.

® Function 02 allows you to review revenue by fund and index for the
department or division. This function is displayed on Screen 5.3 at the
department level. No index description is shown here, but the fund is
displayed in the top left part of the screen. This screen also indicates
updates have been done, with figures showing in the end-of-year projection
and forecast columns.
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® Function 03 lets you see revenue at the fund level by project in index code
order. Screen 5.4 shows Function 03. The project number and description

are in the upper left corer and index descriptions are also shown. Note

this function is shown at the department level.

® Function 04 shows you revenue by fund and project with the project

description displayed at the department level. (Screen 5 .5)

You can browse forward (PF8) and backward (PF7) through revenue records.
Screen 5.2 Revenue Inquiry by Index/Locator

1171970
©3: 15: 16
DEFARTNENT :

CSRAS003S
CERO58E4T
CSROSERSS
CSROS00562
CSRUSOOTo

USER: 5Tz

RUO 1PM-13 USE PF? OR

11213798
0S:18:35
DEPARTMENT :
FUND H

HUTUMATED EULGET DEUELOFMENT SVETENM
REVENUE INDEXN
CS  CONSUMER SERVICES

asz40a
032400

posatlulu} 33090

Q 141000 140000
43538 5000 - SS0W
189 SO0 San

LINK: FESPONSE:

FY: 97 ENT: 22 DEPT: CS DIu: INX:
LERR-RETN ENTER-REQ/SCR PF1~HELP FF2-ELTN FFP-PKWD PFS-FORM PF9-LINK

Screen 5.3 Revenue Inquiry by Fund/Index

PF8 TO SCROLL THRU REUENUE

AUTCHMATED PUDGET DEVELOFMENT SWSTEM

REVENUE FUND

€S  CONSUMER SERVICES
030 OTHER GENERAL FUND OFERATIONS

PROJECT

R

CSROSO0 13
CSROS0021
CSRO50039
CSRE5@847
CSROS0054
CSROS0062
CSRES007@
CSRESB096
CSRE50112
CSRE50 120
PJ: B3Z40@
USER: STZ

LEAR-RETN ENTER-REQ PF1-HELF FFZ-ELTN PF7-

932400
832400
032400
032400
832400
032400
032400
832400
0324060
032400

CURRENT EQY-PRITN

QE~-37 So=37
743424 T40000 T40000
42800 43600 43006
31835 3260 32060
17687 18000 16006
31783 32600 33000
140425 141000 1400680
4858 5000 5500
158 fjoju] SE0
2@8958 210000 210000
12628 13060 13000

ELDMRUSE
BULARUG 1

33aaQ
142008
6000
400

FUND: 8@

EUDNRUSE
BUDARRUGBZ

FORECAST
o7-%8
F¢-olojolo]
45000
33060
19060
33068
142000

LINK: RESPCNSE:
Fi: 9T ENT: £2 DEPT: CS Dlu: INX:

RUD2PM-13 USE PF? OR PF8 TO SCROLL THRU REUENUES

FUND: Q3@

WD PF8-FORW FF9-LINK PF10-EXIT
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Revenue

Screen 5.4 Revenue Inquiry by Fund/Project/Index

2 RUTOMATEL EULCET ELOFMENT € £n
3 REVENUE FUND FROJECT

: C¢ SUMER SERVICES

B o OTHER GENERAL FUND OFERSTIONS

TR FR CAaTU SF 11
MISCELLANECOUS RE
FHU TAXNT FERMIT
FHU

FHU

NEI! NON EMERGENC
NEW FHC CERTIFIC
FMC CERTIFICATE
FETURN CHECK ZER
LEFOZITION/SUERQ

F: 97 ENT: 22 TEPT C& Ilu:
“EQ FF1-HELF Z-ELTN PFT~EKHD PFS-FOFM FFG-LINK F3

WASFFT-0T TOP OF REVENUE  INQUIRY REACHED

SUMHARY FUND EY PROJECT
CONSIMER SERVICES
OTHER GENERAL FUND OFERATIGNS

PRIOR

PROJECT DESCRIPTION
032106 DIRECTOR'S OFFICE 3 SI2000
632218 PROCTECT/ADUOCATE CONS alt SR oln]
MOTOR UEHICLE REPAIR R 3952 G16300
REMETERING REGULATION
MOVING REGULATICN
TOWING FEGULATION
“ LOCKSMITH REGULATION
US236G0 COOFERATIVE EXTENSION
052400 PASSENGER TRANSPORTATI EST 2196600

PI: LINK: FESFONSE:
USER: GwE3 FY: 97 ENT: @t DEPT: S IIly: INX:
CLERR-PETN ENTER-REQ PF 1-HELF FFZ-BELTN FFT-EKID PFE-FORW FFS-LINK PF16

UB4PM-12 ALL REVENUE RECORDS DISPLAYED

Revenue Update—Function 50

Function 50 allows you to update revenue related information such as index,
project, current, end-of-year projection, and forecast. Screen 5.6 on the next page
1s a revenue update screen accessed by using Function 50. The primary difference
between the update and inquiry screens is that the update screen has a peL field at
the left margin of the screen it does not include index code or project descriptions.
This screen displays all the index codes grouped by project within a fund.




Steps
There
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to Update Revenue Screens

are several steps in updating revenue screens.

1. From the Revenue Menu Screen type 50" in the FUNCTION NBR: field and

press ENTER. The cursor will be to the left of the index code in the top
row under the peEL column.

2. If you want to delete an index code with its row of data, type "D" in the

DEL field next to index and data you want to delete; then press PFS, or

3. TAB to each field of existing data you want to change; type in the correct

data, and TAB to the next field. Like other update screens, the TAB key
will take you to the left side of the column. Enter your new data where the
TAB key takes you; erase any remaining data in the field. Then, when
you press PF5 to update, the new data will become right justified.

4. TAB to as many rows of data you wish to change. When you ﬁnish-

entering data on the screen, press PF5 to update and store the data in
ABDS.

5. You may then press PFS$ to bring up more index codes within the level

you selected, and continue entering new or revised data as explained
above.

6. When you finish with all index codes within the level (department,

division, fund), you may press PF8 to begin again, or, if you are working
at the division level, type a new division number in the piv: field and press
ENTER to go to records for that division, or press CLEAR to return to
the Revenue Menu.

Be sure to update the screen before moving to another screen, otherwise your new
data will be lost.

Screen 5.6 Revenue Update

F20/98 AUTUMSTED BUDGET DEVELOFMENT 3tSTEM ] BEUlMMRYS0
7:S7:57 REVENUE UPDATE EUL&RYSO

PJ:

KRTMENT : CS  COMSUMER SERYICES

PRIOR YR EOY-PRITH  FORECLST
INDEX PROJECT 95-96 €

CSR078998 032210 471080 490000

CSROSE?16 032210 1460 1580

CSR140566 032210 10353 11000

CSR140574 032210 924 800

CSrR140608 032210 108340 111000

CSR140640 032210 167974 160000 170000

CSRO73643 032220

CSR0O752286 032220 523347 500000 5100008 5100080
CSR075234 032220 90225 80000 82000 83060
CSR075242 032220 1201863 120000 120000 122000
05221¢ LIn: . RESPONSE:

USER: £T2 F¥: 97 ENT: 22 DEPT: €S DIV: 02 INX: FUND: 030
«LEAR-RETN ENTER-REQ PF1-HELP PF2-BLIN PF5-UPD PF7-EKYD PFS-FORW PF3-LINK

PFLG-EXIT PF12-ERRORS PF14-REFRESH

RYS0-PFS 08 ALL UPDATE WERE SUCCESSFUL. CONTINUE AS DESIRED
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Adding a Revenue Index Code

To add a revenue code, use Function 50 to bring up a Revenue Update Screen. At
the bottom of the screen after the last line of revenue code information (if space
allows), type in the new revenue code. If there is not enough space, press PF14,
refresh, to clear the screen; then type in the new index code. Add end-of-year
projection and forecast amounts, then press PF5, update, to add the index code to
your revenue data base.

ABDS Revenue Reports

There are five revenue reports available from ABDS as shown on Screen 5.7. See
part 7 of the manual to review procedures for requesting reports.

Screen 5.7 ABDS Revenue Reports

AUTUMATED BUDSET DEWELGFMENT ST5TEM EUIMRROS
REVENUE REPQRTS EUGARRQS

RPT PEPORT LESCPIPTION TR Y EN DP DV THDEX
€00 REVENUE INDEX BY FUMD

€01 REVENUE LOCATOR EY DEPTSDI M1

€02 REVENUE INDEX EY DEPT/DIV NI}

€03 REVENUE INDEX BY LEPT/EUND M1

€04 REVENUE SUMMARY DF/FD/PJ N1

JOE NAME: JOl127012 LINK: PESPONSE:
o ST F¥: 87 ENT 22 DEPT €3 CIV 0z INDEX: FUND: 830
AR-RETN ENTER-REQ PF1-HELP PF2-ELTN PFT-BSCK PFE-FORY PFQ-LINK PF1Z-ERRORS

RROSPM-04 SELECT REPORTS DESIRED PLACING AN “X“ &ND PRESSING ENTER

&2
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NOTES

83




Part 5: Revenue

NOTES

84




PART 6: WORKLOAD MEASURES

Workioad measures are quantitative descriptions of department or division
activities, indicating the type and levels of work that are necessary to operate the
department. They do not necessarily reflect goals or objectives, but rather the
main business or activity of the department or division. These measures are
tracked over time. Thus it is important not only to reflect accurately the measures
for last year, current year projection, and next year's estimate, but to ensure that
over the years these measures have been consistently reported. One way to do

. this is to examine past Proposed Budgets, which contain historical records for
workload measures of most departments. As you will see, these measures have
been reported to the Board of County Commissioners and to the public on an
annual basis.

You may find it more convenient to use a word processor or other software to
create you workload measure numbers and descriptions, especially if you have
lengthy text justification. Use your Judgment on whether or not to use ABDS or
another method for preparing workload measures. ABDS does no forecasting or
projections for workload measures, all of which you must do outside of ABDS
anyway; it merely records the information you enter and makes it convenient for
you to print workload measure reports along with all the other budget reports you
request.

Workload Measure Functions

To use ABDS workload measures subsystem, select Function 01 (workload
measures) on the Departmental Menu by entering '01' in the FUNCTION NBR: field
and pressing the ENTER key. Screen 6.1, showing the Workload Measures
Menu, will appear. The functions shown here allow you to modify, delete, inquire
and carryover workload measure information.

The specific workload measure functions are described below:

Add-—-Function 01

Workload measures may be added by department or division. Screen 6.2 shows a
sample workload measure that was just added. A new workload measure number
1s automatically assigned for each measure when you add it.
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Screen 6.1 Workload Measures Menu

T ELIDIMLNN
BUDANLMN

FUNCTION N:R: FESFONSE:

USEFR:

biLM:

sT2 Fv: 97 ENT: 22 IPT: C2 I INH: FUND: 3

Q@

LEAR-RETN ENTER~FEQ FFI1~HELF PFZ=ELTN PFS-LINK FFI0-ENIT
FMNPH-81 KEY IN SELECTION DATH - PRESS <ENTER)

To add a workload measure, follow these steps:

1

- Type '01" in the FUNCTION N&R: field on the Workload Measures Menu

screen.

2. Press the ENTER key to go to the Workload Add Screen.

- The cursor should be just to the right of the workload number under the

MEASURE DESCRIPTION column.

- Type a description of the measure,
- TAB to the LasT veAR field, type in your new number for the measure

where the TAB takes you; erase the old number if it is there; TAB to the -
CURRENT YEAR field; type the workload measure number; TAB to the NexT
YEAR field and type the forecast number for next year. This includes: last
year's actual total, end-of-year projection, next year's estimate, the
workload description, and workload text. All amounts and the description
are required.

. TAB to the TexT: field and type an explanation of the measure.

7. Press the PF4 key to add the record.
8. Press the PF14 key to refresh the screen (to clear the screen of previous

10.

data) and you are ready to add a second workload measure by typing your
data in the clear fields.

. Type data for the workload measure over the previous data if any exists

after refreshing.
Press the PF4 key to add the record; ABDS will assign it the next

workload measure number in sequence
NOTE: ZERO VALUES CAN

BE ENTERED IN ANY COLUMN.
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Screen 6.2 Workload Measure—Ad

DIWIZION @2

LELM

asloc.es 2z000.00 48600.00

DUE TD THE SUCCESTFUL REST 10H AFTER HURRICANME SNDREY AND
THE RECESIGH OF THE COURSE £ G MITH THE LIGHTING OF THE
PRACTICE RSNGE. MURE GOLF IS PROJECTED AT THIS COURSE

LINk: RESPONSE:
Fi¥: 8T ENT: 22 [DEPT: €S Div: 0z  IMX: FUKD: 02
{ PFI-HELP PF2-ELTN PF4-3DD PFY-LINK PF10-EXIT PF13-REFH
PRESS <PF14> TO REFRESH THE SCREEN

Modify—Function 02

Existing workload measures may be modified by using Function 02 on the
Workload Measures Menu Screen. Screen 6.3 shows the modify screen.

Foliow these steps to modify an existing workload measure:

1. From the Workload Measure Menu, type "02" in the FUNCTION NBR: field
and the workload measure number in the wim: field and press ENTER.

This will bring you the existing workload measure as shown on Screen
6.3.

2. Use the TAB key to take you to fields you want to modify.
3. Over-type the information you want to change.
4. Press the PF5 key to modify the record.
To modify an additional workload measure:
1. Type the requested workload measure number in the wim: field on the
lower left part of the screen.
2. Press the ENTER key to display the new workload.
3. Type in the modifications for the workload measure.
4. Press the PF5 key to modify the record
Delete—Function 03

When the requested workload measure has been displayed by using Function 03
from the Workload Measures Menu (see Screen 6.4), the PF6 key may be pressed
to delete the record.

1. Type the desired workload measure number in the wim: field.
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2. Press the ENTER key to display the workload measure you wish to delete.
3. Press the PF6 key to delete the record. '

NOTE: ONCE A WORKLOAD MEASURE IS DELETED, ITS NUMBER CAN NOT BE USED AGAIN. 1

6.3 Workload Meausre—Modify

11720596 SULGET CEVELGRN iy BUlrL)
02:06:35 WORKLOLD MELRSURES - HMODIFY EUDaMLOZ

DIVISION @2 CONSUMER PRQOT. 5DYWQCATE

WLH S3UR ! 'EoR ! HEXT YEA&R
COLE < iFF y {ESTIMATE)

20001 ROUNDS OF GOLF/P&LMETTO . S&000.00

DUE TO THE SUCCESSFUL RESTORLTION AFTER HURRICAME ANDREY £ND
THE NEN LIGHTS FOR THE PRaCTICE RANGE - MORE GOLF IS EXPECTE

LINK: FESFONSE:
© 22 DEPT: CS plIyv: 0o INX: FUND: Q30
PF2-ELTN PF5-UPD PFS-LINK PF10-EXIT
HAS EBEEN SUCCESSFULLY UPDATED

EUDMHLG
EUDANLGS

IEASURE LAST VERR CURFENT YEAR % :

RIFTION CACTURL (FROJECTIONY  CESTIMATE)
—_— T — T e
20081 ROUNDS OF GOLF/FALMETTO 22000. 66 40600. 00 44000. 60

TEXT:
DUE TO THE SUCCESSFUL RESTORATION AFTER HURRICANE ANDREW AND
THE REDESIGN OF THE COURSE @LONG WITH THE LIGHTING OF THE P
RRCTICE RANGE, MORE GOLF IS PROJECTED aT THIS COURSE

WLM: @ . LINK: RESPONSE:

USER: €T2 Fr: 97 ENT: 22 LDEPT: c¢ IIIV: INH: FUND: G306
LEAR-RETN ENTER=-REQ PF 1-HELP PF2-BLTN PF6~DEL FPS-LINK PF1G~EXIT

O2IN-13 TO DELETE RECORD DEFRESS PF6, OTHERWISE PRESS CLEAR
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Inquiry—Function 04

You may look at any workload measure that you have created either by scrolling
through the file (look at the workload measures in the order they reside on the
file) or making a request to look at a specific workload measure. If you make a
specific request and press ENTER, the requested workload measure will appear.
If you make no request, the next workload measure on file in numeric order will
appear when you press ENTER.

To use the inquiry function:
1. Type '04' in the FUNCTION NBR: field and the workload measure number in
the wim: field on the Workload Measure Menu.
2. Press the ENTER key to display the workload measure inquiry screen.

3. To display an additional workload measure, type the requested workload
measure number 1n the wum: field.

4. If you want to scroll through the file, no input is required; just continue
pressing ENTER for each new measure you wish to see.

Screen 6.5 Workload Measure—Carryover -

HUTOMATED BUDGET IEYELOFHMENT SwSTEN ELDMLLIS
WORKLOAD MEXSURES CARRY QUER EUDRULES

FISCAL YEHKR: 96
ENTITY:
DEPRRTHENT:

LINK: FESPONSE:
USER: ST2 FYY: 9T ENT: 2Z IPT: CS DIuU: INX: FUND: 03

CLEAF-PETN  ENTER-REGC FF1-HELP PFZ-BLTN FF4~ADD PFS=LINK FF16-EXIT
RESS <PF4> TO PROCESS YOUR REQUEST

I

t—

Carry Over—-Function 05

This function will transfer workload measure data over night from the previous
year to the current fiscal year. If you have department security, you can either
carry over all of the department's workload measures by leaving only the
department's number on the carry over screen, or you may carry over the
workload measures for a specific division(s) by selecting that division(s). Screen
6.5 shows the Workload Measures Carry Over Screen. Be sure to update the
numbers and any text for the new year.
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To submit the carryover for execution, press the ENTER key.

1. Type '05' in the FUNCTION NBR: field on the Workload Measure Menu.

2. Press the ENTER key to display the carry over screen (Screen 6.5). The
FISCAL YEAR: field should show last year's number. -

3. Leave only the department number showing and

4. Press the PF4 key to submit the carryover for execution over night.
5. Or TAB to the bivision: field , and type in a division number.

6. Then press PF4 and continue with more divisions if you so desire.

ABDS Workload Measures Reports

The workload measures report (there is only one) can be found under Function 07,
miscellaneous reports, on the Reports Request Menu. Also included in the
miscellaneous category is a blank ABDS security access form, which you can
‘Tequest as a report. Screen 6.6 shows the Miscellaneous Reports available for
you. See part 7 of the manual for procedures on how to request reports.

Screen 6.6 Miscellaneous Reports

SUTOMSTED BULGET DEWELOPMEN
MISCELLSNEQUS

EREPORT DESCRIPTIQN PTR CY Fv
110 SECURITY ACCESS FORM
732 WORKLOAD MEXSURES

JOE MAME: J0127012 £1NN RESPONSE:

USER: STZ F¥: 97 ENY 22 DEPT €S DIy 0z EX: FUND: Q30
CLEAR-RETN ENTER-PEQ FF1-HELF PF2-ELTH PE: LK PFE-FCRY PFY-LINK PF12-ERFORS
RRO1PM-04 SELECT REPORTS DESIRED PLACING aN X" AND PRESSING ENTER
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PART 7: REPORT PROCESSING

ABDS will generate a2 number of reports for proposed expenditures .
(appropriations), personnel, revenue, SLAs, PATCs, workload measures and
B-Prep. These reports are valuable for reviewing your work as you develop your
budget and, of course, for preparing final budget submissions to OMB. Be sure to
check with your budget analyst to ensure you are submitting all required reports.

Report Menu

Function 99 (report request) on the Departmental Menu brings you to the report
request functions. Type '99' in the FUNCTION NBR: field and press ENTER, the
Report Request Menu will be displayed. This menu (Screen 7.1 below) lists the
categories of reports available.

Each function on this screen will bring you to a menu of reports related to that
functional title. For example, Function 01 lists all ABDS appropriation reports, °
and Function 02 lists all ABDS personnel reports. Screen 7.2 shows the
Appropriation Reports Menu.

Screen 7.1 Reports Request Menu

11713479 AUTONARTED EUDGET LEVELOFMENT $v3STEN
@Z:37: 11 REFORT REQUEST MENU

+—— D tmtamar s D —
[ FUNC NER

[o}]

02 L REPORTZ

83 FATC REPORTS

64 SHD REFORTS

[0} REUVENUE REFORTS

@s EPREF REPORTS

oxg MISCELLANEQUS REPORTS

93 REFORT QUEING BV USER

99 REPORT QUEING BY DEFARTHMENT
R e e —

FUNCTION NER: LINK: RESFONSE:
USER: ET2 FY: 97 ENT: 22 DEPT CS DIU: INXK:

CLEAR-RETN ENTER-REQ PF t~HELP FFZ~ELTN PFS-LINK PF10-EVIT
RRMNPM-B1 KEY IN SELECTION DATA ~ DEPRESS <ENTER>
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Screen 7.2 Appropriation Reports

SUTUMATED BULGET UEWELOFMERT SvaTon BULMRRG]
AFFROPRIATION REPORTS BUDGRFRC]

m

FEFQRT DESCRIPTION ‘TR Y

SUEBDEJ ENTITY LEWEL 1
SUEOEJ DEFSRTMENT LEVEL 1
SUEQBJ AT INDEX LEVEL 1

» SUEUBJ DIVISION LEVEL 1
XPENDITURE JUSTIFICETION 1
SUB0EJ FUND LEVEL g 1
1

1

1

1

1

1

3~y

[NE™
30 e

R LAVIE SVRNIURY NI X

[273F Ol ST 81

()

SUB0EJ FROJECT LEWEL
SUBOEJ SUEFUND LEVEL
EXP. VARIANCE DF/DU S IX
EXP. VARIANCE (3 DP/FD/DV
XP. VARIRNCE{3) DP/DVSIX
EXP. V&RIENCE{$) DF/FD/DY

R NN YRS

N =~y -y

N =0

R
o
<o
<
<
o
<
o
<

o oen

JOB NiME: JOl127012 LINK: RESPONSE:

USER: oT2 F¥: 97 ENT 22 LEPT 05 DIv INDEX: FUND: 30
CLEAR-RETH ENTER-REQ FE]-HELP FEZ-BELTN PFT-ELCH PFE-FORY FFS-LINK PF1Z2-EREORS
RRO1PIM-B84 SELECT REPORTS DESIRED PLACING &N X" AND PRESSING EMTER

Follow these steps to request reports:

1. TAB to the s (for select) field in the far left column of the screen, and type
an "X" for each report to be requested. Default values have been
pre-loaded into several fields. You can override default values by entering
the desired value or code in the appropriate field for printer (pTr), copies
(cv), and fiscal year (Fv). Division number will be defaulted if you have
division security.

2. Enter the desired codes under the appropriate columns to further define the
scope of your reports. The fields piv, INDEX, FD, PROJ are designed to allow
you to define the amount of information that will be printed (e.g., if index
level appropriation reports are desired for one division only, then enter the
division number in the piv column and Jeave the iNDex field blank).

3. Then press ENTER to Tequest your reports.

4. Repeat this process for each set of reports you want to print from the other
functional subsystems of ABDS (personnel, SLAs, PATCs, revenue,
workload measures, and security access form).

NOTE: F you HAVE DIVISION SECURITY, THEN YOU DO NOT HAVE TO SPECIFY THE DIVISION
DESIRED FOR PRINTING ANY REPORT. ABDS WILL ALLOW YOU TO PRINT INFORMATION ONLY FOR THE
DIVISION TO WHICH YOU HAVE SECURITY. THAT DIVISION NUMBER WILL BE PRE-LOADED .

T h _

Other information to consider concerning report requests includes:

® If the report is to be printed at a location other than ITD, the TR field must
have a valid printer ID entered. The ptr will default to the code entered by
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you on the security access form. This is the form required in order to get ID
and password codes. The ITD printer ID is 'N1.'

cpy equals the number of copies desired of each report. The default value is
one.

Identical report requests are not allowed. This means that if a request was
made earlier on the same day and that request is still pending in the report
queue, then, another identical request will not be allowed. If additional
copies of a pending reports are desired, go to the Report Queuing by User
Screen (Function 98) and change the number of copies.

Question marks ("?") will appear in all fields that are incorrect. Any
submittal that contains "?" will not be processed and should be corrected.

After selecting all the reports you want, press the ENTER key to submit
your request. If all of the requests are correct, the message "YOUR .
REQUESTS HAVE BEEN SUBMITTED FOR PROCESSING" will be
displayed in the message area of the screen.

Only the Personnel Reports exceed the number than can fit on one screen;
therefore, when you finish selecting reports from the first personnel reports
screen, press ENTER to send your reports to the printer; then press PF8 to

go to the second screen of personnel reports for more choices.

ABDS REPORTS

A listing of all ABDS reports follows, according to function numbers on the
Report Request Menu. The ABDS report number is also listed with the report

title. Please see Annual Budget Submission Manual for a summary description of

all the required and optional ABDS reports as well as a check list of reports that

you should submit as part of your budget package.

Appropriation Reports—Function 01
[J 718 Subobject Entity Level
[J 720 Subobject Department Level
[J 721 Subobject at Index Level
[J 728 Subobject Division Level
[J 745 Expenditure Justification
[J 768 Subobject Fund Level
LJ 770 Subobject Project Level
[J 771 Subobject Subfund Level
[ 851 Expenditure Variance (%) Department/Division/Index
[] 852 Expenditure Variance (%) Department/Fund/Division
[] 853 Expenditure Variance ($) Department/Division/Index
[ 854 Expenditure Variance ($) Department/Fund/Division

NOTE: EXPENDITURE JUSTIFICATION, POSITION AUDIT, AND ALL CARRYOVER REPORTS RUN

|
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Personnel Reports—Function 62

[ 742 B2 Salary Forecast

[J 747 Reconciliation of Salary

L] 749 Pérsonnel Summary Entity Level

LJ 750 Personnel Summary Index Level

[ 752 Personnel Summary Division Level

[J 754 Personnel Summary Department Level
[ 756 Employee Social Security Excess

[J 758 Accelerated Increase Eligibility

[ 760 Retirement Eligibility

[ 764 Expenditure and Personnel Summary

[J 766 Position Audit (all)

[J 767 Position Audit (monetary)

[J 772 Personnel Summary Fund Level

[J 774 Personnel Summary Project Level

[J 781 Executive Benefit Summary

L] 782 Part-timer Summary Report

[J 811 Merit Increase-Department/Division

[ 812 Merit Increase-Fund

[J 815 Vacancy Summary Department/Division
[ 817 Vacancy Summary Fund

L 855 Fringe Report-Department/Division/Index
[J 856 Fringe Report-Department/Fund/Division
[ 857 Retirement Report

Proposed Additions to Core Reports—Function 03
[ 734 Summary Department Level
[J 736 Detail Report
[J 740 Summary Fund Level

Service Level Adjustment Reports—Function 04
L] 734 Summary Department Level
[ 736 Detail Report
[J 740 Summary Fund Level

Revenue Reports—Function 05

[ 800 Revenue Index Level by Fund

[1 801 Revenue Locator Level Department

[} 802 Revenue Index Level Department/Division

[J 803 Revenue Index Level by Department/Fund

[J 804 Revenue Summary by Department/Fund/Project

B-Prep Reports—Function 06

[J 708 FAMIS Report
[J 709 FAMIS Report
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[ 710 Subobject at Index Level

0] 711 FAMIS Report

[} 723 Subobject at Division Level

0J 726 Subobject at Department Level
[! 798 Revenue by Division

[J 799 Revenue by Project

Miscellaneous Reports—Function 07

[J 110 Security Access Form
[ 732 Workload Measures Report

Print Location Alternatives

Departments have a number of different hardware configurations; some have their

“own distributed printing setup, either an IBM 8100 subsystem or a 3287-type
printer attached to a JES line. These departments may request ABDS reports to
be printed at their own site by specifying the "RMT" designation of their printer
when requesting a report. If this printer will be used for the majority of print
requests, it may be specified as the printer ID on your security access form and
that printer ID will be the default for you. '

Departments in the MDC that do not have their own JES printers should request
reports from ITD. These departments should also specify their "department
name--MDC--floor #" as the first line of address on their security form. This
designation will allow mail room staff at the MDC to properly deliver your
reports through the conveyor system.

Departments outside the MDC but in close proximity to it should also use the ITD
printer. Reports will be delivered either through interoffice mail or to the MDC or
Courthouse mail rooms for pick up by departments that have their own
messengers. Departments outside the downtown location will have their Ieports
delivered through interoffice mail if the ITD printer is selected, or you may
arrange to pick up your reports at the ITD delivery office.

If you do not have your own printer, but are located near a department that does
have one available, you may contact the department liaison directly for
authorization to use the printer. Please do not use a printer without first checking
with the primary user. This may cause problems with other reports they may be
printing. Small departments in the downtown area may use printers available in
the Office of Management and Budget for short reports. Please check with OMB
before using these printers and to get their remote IDs.

The printer at ITD (5680 S.W. 87 Avenue) is the fastest printer in the county
system. Whenever possible, you should make use of this facility. This printer may
be requested by specifying 'N1' in the printer 1 field on the ABDS report request
screen or on the security access form. Large reports should be printed at ITD to
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avoid tying up remote printers. The maximum number of lines that can be printed
at a remote printer is 10,000. Requests exceeding 10,000 lines will not be printed.

ABDS reports will be produced six times daily. If you need a report that same
day, make sure your request is made BEFORE the process time. If reports are not
needed until the next day, please wait until after 4:30 p.m. to submit your request.
Report processing is a batch operation, meaning that the procedures are not done
immediately on-line. Report requests will be run at 8:30 am., 10:30 am., 12:30
p-m., 2:30 p.m., 4:30 p.m., and 7:00 p.m. The actual time that a particular report
for a department runs will vary depending on the number of departments that have
requested reports.

Delivery of reports depends on your location and the location of the printer.
Regular courier service leaves ITD at 6 am., 11 am,, and 2 p.m. and arrives at the
MDC at approximately 7 a.m., noon, and 3 p-m. Regular mail room conveyor
deliveries occur at 9 am., 11:30 a.m., 2:30 p.m., and 4 p.m. ITD courier service
will handle delivery of reports from ITD to non-MDC departments on its regular

-schedule. Reports printed anywhere other than at ITD WILL NOT be delivered.

You must pick then up. Make sure you put the correct address on your security
access form to ensure timely delivery of reports from ITD.

A job number appears on the bottom of each of the report request screens as a
reference for you in the event you have difficulty locating your reports. Having
this job number available when talking to ITD print staff about your reports will
help locate your reports faster. The job number prints on all reports as well as
showing on the report request screens.

Sometimes you may need a report sooner than the normal delivery system can
provide it for you. Your best bet to avoid this problem is to plan and work ahead
if possible, so that reports can be delivered through the normal process without
jeopardizing a meeting or other budget work you are doing. You may also find a
remote printer where you can pick up the reports right after they are printed or
make arrangements to pick up the reports at ITD after the print run there. It is
your responsibility to have reports ready when you need them.

If you have any questions or difficulties in locating a printer, please contact your
budget analyst.

Report Queuing

98

Function 98 on the Report Request Menu will access Report Queuing by User
(Screen 7.3 below). The reports you request for a specific print run are displayed
with all of the associated defining characteristics like number of copies, divisions,
index codes, or project numbers. Queuing screens all look alike except for the
titles.
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Screen 7.3 Report Queuing by User

EULIMR

REQ-UZER PTE CV FY EN DP DV THNDEX
721 SUBOEY AT INDEX L S$TZ
720 SUEQOEJ DEPARTMENT ST2
728 SUEOEJ DIVISION L STz

¢

£: J0l27012 LIKK: RESFONSE:
4 Fo 97 ENT z2 DEFT <% DIV INDEX: FUND: 230
CLEGR -FEQ PFL1-HELP PF2-ELTN PFT-BACK PFS-FORY PF3-LINK FF1Z-ERRORS
| |PROSPM-04 MARK REFORTS WITH D-DELETE OR PFS5 AFTER CHANGES.

Function 99 will display reports requested for a department for a specific print run
with all of the associated defining characteristics.

By using either Function 98 or 99, you can update any request by typing over the
existing information in each column for each report. You must place a ‘U to
update a portion of the report request or a "D’ to delete the entire report from the
request screen in the s (select) column next to the appropriate report. Once all
corrections are made, press PF5 to actually execute the update or deletion.

Sometimes you may request a report print run and you continue working on your
budget. The data in your report will reflect all changes you make In the system up
until the time the report actually goes to the printer, which may be several hours
after the scheduled print time—depending on how many other reports are in line
for printing ahead of yours.
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PART 8: BUDGETARY INFORMATION TABLES

This subsystem lets you view selected FAMIS and payroll information that may
be a useful reference while you work on your budget. Information available
includes:

® the county's organizational and fund structure as reflected in the FAMIS
system, ‘

® the index, subobject, object and character definitions for expenditure as
well as revenue codes, '

® the county pay plan and
® pay exception codes.

INFORMATIONAL PURPOSES ONLY .
To select table inquires from the Departmental Menu, type '09' in the FunCTION
NBR: field, and press ENTER to bring up the Tables Inquiry Screen.

NOTE: NO UPDATING CAN BE DONE WITHIN THESE TABLES. ALL FUNCTIONS ARE FOR I

These tables are broken down into four categories areas as shown on the Screen
8.1. |

Screen 8.1 Tables Inquiry Menu

HUTOMATED EULGET DEUVELGFMENT SNGTEN
TAELE INQUIRIES

GENERAL TAELES
EXPENDITURE TRELES
REVENUE TRELES
FERSONNEL TRELES

O ——

FUNCTION NEF: RESPONSE:
USER: &TZ2 F¥: 97 ENT: 22 [DEFT: C3 DlV: INK:

CLEAR-RETN ENTER-REQ FFI-HELP FFZ~ELTN FPFS-LINK PFI1G-EXIT
INNPM-01 KEY IN SELECTION DATA — PRESS <ENTER)

101




Part 8: Budgetary Information Tables

Once at the table inquiry menu, you should perform the following steps to access
the desired table: :

1. Type the appropriate function number in the ENTER FUNCTION NBR: field.
2. Press the ENTER key. This will bring up more functions within the table.

3. Then enter the specific function in the new FUNCTION NBR: field within the
sub-table menu, and press ENTER,; data selected will be displayed.

If no request is made in one of the selection fields (such as division or subobject
code), the first record in the table is displayed. Using the PF8 key will browse
through the table starting at the beginning of the file unless You enter a different
starting point. Examples follow below.

General Table Inquiries

From the Tables Inquiry Screen, type ‘01" in the FUNCTION NBR: field will bring up

- the General Table Inquires Screen (8.2 below). The tables in this section are:

102

department, division, section, fund, subfund, project, program, function. Simply
type in the function number in the FUNCTION NBR: field and press ENTER to gain
access to specific table. Screen 8.3 shows the results after selecting Function 04,
fund, displaying all the funds that exist in FAMIS. These inquiries identify the
coding structure and title associations as established in the FAMIS system for
each general function level. The code column includes the entity number first and
the fund number second; the fund description is also shown.

Screen 8.2 General Tables Inquiry

AUTOMATED EUDGET DEUVELOFMENT SvSTEM
GENERAL TAELE INQUIRIES

e e e e
FUNCTION NO TRELES
LEFARTHENT
DIVISION
SECTION
FUND
SUBFUND
FRQJECT

e e e e e e e ————

FUNCTION NER: LINK: RESPONSE:
USER: 3TZ F¥: 9T ENT: 22 DEFT: €% DIU. INK:

0CC:- FROJ: ©3Z485F SFUND: SEC: FUNC: FROGRAM:
CLEARR-RETN ENTEFR: FPF1-HELF PFZ-ELTN PF9Y-LINK FF1O-EXIT
GMNPM-01 KEY IN SELECTION DATA - PRESS <ENTER>




=
&

COIE

FLIND:
USER: 272

G@4FI-05 FRESS F#S TO SEE OTHER FUNDS.

Screen 8.3 General Tables Inquiry (04-Fund)

AUTOMRTED BUDGET L2
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FUNL

FARK & RECREATION OFERATIONS

INTERNAL SERUICE FUNI

ENUIRONMENTAL ENDENGER LANID

FUEBLIC LIERARY FUNID

GOUERNMENTHRL SERVICES

PRUTECTIVE SERVICES

ECONOMIC ENUIRONMENT FROGRANMS

CULTURRL PRO 18

FARK & RECREATION SFECIAL REUENUE FUND

3 MUATER UTILITY-SFEC REU FUNI

TRANSIENT LODIGING ANL FUOLD & EEU TAXES

GENERAL OELIGATION EONDS

LINK: RZCFONSE:
CS IIu: IN::

N FFS-FORW PFO~LINX PFIG-ENIT

Expenditure Table Inquiries

The tables in this section (Function 02 from the Tables Inquiry Menu) are:
index-summary, character, object, subobject and index-detail. (See Screen 8.4)
These inquiries identify the coding structure and title associations as established
in the FAMIS system for each of the function levels. Screen 8.5 shows function
04, subobject. Note, you have a listing beginning with 0101 (salaries) and

continuing on. Use PF8 to bring up new screens of data in these functions.

/15,98

G2:44: 12

. Screen 8.4 Expenditure Table Inquiry

RUTOMATED BUDGET IEUELOFHMENT SYSTEM

XPENDITURE THELES

+——‘———“-*._———_——__

i
!
|
|
l
i
o+

FUNCTION NER:

USER: ST2

FUND: CHAR:

FUNCTION NO
——

THELES

|

.

|

| INDEX SUMMARY
| CHAFACTER

| OBJECT

I SUEGEJECT

| INLEN DETAIL
|

B S —

LINK: RESPONSE:

FY: 37 ENT: 22 DEPT: CS DIV: INY:

CRJ: S0BJ:

CLEAR-RETN ENTER-REQ FFI1-HELP PFZ-ELTN FF9-LINK PF10-EXIT
EMNPM-01 KEY IN SELECTION DATA — PRESS <ENTERY
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Screen 8.5 Expenditure Subobject

v MHTED ELIDGET DEVELDFHENT ¢ - ELUDMTEGY
EXFENDITURE SUEOEJECT BUDATEGS

OEJ DESCRIFTICON
g} : EMFLOVEE RESULAR
[l Il COMFENZATION CF ELECTED' QFFICIALS
clop} ? FART TIME EMFLOVEE
IR BRI URCATION RELIEF &NI SESSONAL HELF
Gat @114 FOLL WORKERS
1 LEFENIENCY
0128 EYECUTIVE EE
LR S ol NON TANRELE EXECUTIVE EENEFIT FAYMENTS
Gl @u122 FLEN TOLL
uL B 2 FLERX HCTIVE ADJUSTHMENT
[clod Bv SALARY E
Uk B LONGEUITY F&VHMENTS
BR1 ER12€ HORKING OUT OF CLASSIFICATION
Gy @mIZ7 SALARIES IN LIEU OF HOLIDAY LEAYE

AL RV

f:) IRENESER] l\\ [

SALAV IV NY

LINK: RECFONCE:
7 ENT: 2z DEPT: CS  DIu: 1
U FF1-HELF PFZ-ILTN FFS-FORM FFS-LINK  FFI10-ENIT
EG4PM-05 PRESS PFS TO SEE OTHER SUBQEJECT CODES.

Two tables of particular value are index-summary (Function 01) and index-detail
(Function 05). The index-summary table sequentially lists multiple index codes
and their FAMIS relationships for the level designated. (See Screen 8.6.)

Screen 8.6 Index Summary

1713742 HUTOMATEL SULGET DEVELOFMENT SYSTENM EUDMTER
@3:45: 16 EXPENDITURE INDEX SUMMARY EUDRTER

CODE DEZCRIFTION e FD

Cszse123 COOPERATIVE EXTENSION OPERATIONS cs @10

Ce256 131 CONSUMER SUCS DIRECTOR OFFICE CS ¢ 1@

cs3e111 CONSUMER SUCS DIRS OFFICE : ce Q30 g3z 1re
Cszes922 PROTECT/ADVOCATE CONSUMER cs 036 B32 B3221u
CS34402¢8 MOTOR UVEHICLE REPAIR SEC OFERATIONS CS G 2 B30 832 @32220
CS2490£0 RE~METERING OPERGTIONS > @3e

€54568611 MOVING REGULATION OFERATIONS 04 @30

CS347214 TOWING LICENSE OFERATIONS G636

€S345199 LOCKSMITH GPERATIONS {o)io]

Cez35228 COOPERATIVE EXTENSION OPERATIONS ase
CS256149 FPASSENGER TRANSFRT REGULATION 030
CS382020 INSPECTION STATION OFERATIONS : 930
CSz51974 CATU FEES AND OQFERATIONS 110
CS349123 CATU REGULATION ADMINISTRATION 0 10

FROJECT: LINK: RESPONSE:

USER: STZ FY: @7 ENT: 22 [EPT: €5 DIV: INDEX: FUND:
CLEAR-RETN ENTER- PFI1-HELP FFZ-ELTN FF&-FORM PFO-LINK PF 10-EXIT
EQIPM-02 ALL EXPENDITURE SUMMARIES DISPLAYED: PFS TO CONTINUE.

This table shows the index code, index description, department, division, section,
fund, subfund, and project codes associated with each index. You can scroll
through the index records by pressing the PF8 key or by entering the specific code
desired in the appropriate field at the bottom of the screen and pressing ENTER.
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Information in the index-summary table is sorted according to what you entered in
the selection fields:

® If both department and division are entered, data will be in

entity/department/division/index code order.
If department is indicated, but division and fund are not entered, data will
be in entity/department/index code order.

If department, fund, and project are indicated, data will be sorted in
entity/department/fund/project/index code order.

If department and fund are indicated, data will be sorted in
entity/department/fund/index code order.

If no department is indicated, data will be sorted in entity/index code order.

The index-detail table (Function 05 within the expenditure menu) lists, for each

index code requested in the expenditure tables menu, the FAMIS coding structure

associated with descriptions for each code. See Screen 8.7 for an example of an
-index detail screen.

Screen 8.7 Index Detail

AUTOHATELD BIADGET DEVELLFHENT SYSTEN
EMFENDITURE INDEX IETAIL

L7 13/,3¢
G5:47:01

INDEZ

DEFARTHMENT
DIVISION
SECTION
FUND
SUEFUND
FUNCTION
FROGRAN
FRIOJECT
RFF TYPE
CHRAFKCTER
DEJECT
SUEQEBJECT

USEF:
CLEARR-RETN ENTER-FEQ PF1-HELP PFZ-PLTN FFS-FORW PFS-LINK FFI19-EVIT

572

COLE

cezee 1z

Cs
03
@1
0} 20]
€10

-~
Lo

GGCSCE

E
Q0
ajuio]

FY: 37

ENT:

LESCRIPTION
COOPERATIVE ENTENSION GPERATIONS

CONSUMER SERVICES
CUOPERATIVE ENXTENSION
COOFERATIVE ENTENSION
GENERAL FUND OPEFATIONS
IADE COUNTY YOUTH Falf:
CONSUMER: AFFRIRS
COOFPERATIVE ENTENSION
TESCRIPTION NQT FOUND
NOT APFLICHELE
DESCRIFTION NOT FQUND
DESCRIPTION NOT FOUND
LIE EKS, FUE /OTHER MEDIA-EUDGET ONLY

EES

LINK: .
INDEX: eItk

2z DEPT: C3 TIIU:

ECSPM-87 PRESS FF8 TO SEE OTHER INDEX DETAILS.

Revenue Table Inquiries

Revenue tables can be found for index, character, object, subobject, and index
detail from Function 02 on the Tables Menu. Simply type in the function number
and press ENTER to go to one of these tables.
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The revenue index-summary (Function 01 within the revenue menu) sorts in the
same manner as the expenditure index-summary. (Screen 8.8.)

The index-detail table (Function 05) lists for each index code requested in the
revenue tables menu, the FAMIS coding structure associated with descriptions for
each code as shown in Table 8.9.

Screen 8.8 Revenue Index Summary

: EUDNTEE
REVENUE INDE% SUMMRR EUIRTED

IFTICN 3 ST FL &FD
) REIMEURSEMENT NONGRANT/EOC G : Q10 @1m
STRTE REIMEURSEMET NONGRANT/ECC
CONSUMER SERVICES CARRYOVER

AMEULANCE
HMEULANCE
AMELILANCE

RENEN FEE
COLE ENFORCEMENT FEE cs
HFFLICATION FEE ce

TRF FR 114@Z0-CAELE TV REU TQ DIR ce
CCCUFATIONAL LICENCE QTHER 3

EMPTION FEE )

TEANSFER FRM CATU- 114628 To CP cs

3 TRANSFER: FRM OCCUFATIONAL LICENSE T
CSR 140566 WATEFR METER INSFECTION FEE cs
CSR 146574 MISCELLANEQUS/CRaD cs

CSR14uens ASSURANCE

OF UCLUNTARY COMFLIANCE/C €3

CER 140640 COLE ENFORCEMENT FINES/CFAD cs

FROJECT:
USER: 8Tz
CLERR-RETN ENTEF-

E@FM-09 PRESS FF2 TO SEE OTHER SUMMARIES.

Screen 8.9 Revenue Detail

RUT

DEPARTMENT CS
DIVIZION 01
SECTION o1
FUND 010
SUBFUND 018
FUNCTION
PROGRAM
FROJECT

AFP TYPE R
CHARACTER 0B
OBJECT 080
SUEQEJECT QEGEBOE

USER: STZ FyY: &7

CLEAR-RETN ENTER-REQ Fi
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FRESFONZE:
S DI INDEX: FUND:
N FFE-FORW FFS-LINK FFIG0-EXIT

QMHTED BULGET LEVELOFHENT SvSTEM BUIMTEGE
FEVENUE INDEX DETAIL EUDARTEAS

IESCRIPTION
ETATE REIMEURSEMENT NONGRANT/EOC

CONSUMER SERUICES
DIRECTOR'S OFFICE
DIRECTOR'S OFFICE
GENERRL FUND OPERATIONS
DADE COUNTY YOUTH FAIR
DESCRIPTION NOT FOUND
DESCRIPTION NOT FQUND
DESCRIPTION NOT FOUND
NOT APPLICAELE
DESCRIPTION NOT FOUND
DESCRIPTION NOT FOUND
DESCRIPTION NOT FOUND

LINK: RESPONSE:
ENT: Zz DEPT: C5 DIu: INDEX: C3RD42033
F1-HELP FFZ-BLTN PFS-FORW PF3-LINK PFIB-EXIT
EQSPM-07 PRESS PF8 TO SEE OTHER INDEX DETAILS.
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Personnel Table Inquiries

Personnel tables (Function 04 from the Tables Menu) cover occupaﬁoﬁ code-pay

scale, occupation title-pay scale, and pay exception codes.

Current pay range information is displayed in both occupation code tables, and the
pay exception code table shows the pay exception codes and the corresponding

pay increase amounts and percentage adjustments. Screen 8.10 shows the
pay exception

occupation code pay scale table, and Screen 8.11 shows several
codes. Press PF8 to view more screens of information.
Screen 8.10 Personnel Tables Occupation Code

AUTLHATED BUDGET DEVELUFHENT
OCCUFATION COLE LETAIL

OCC CODE: G801 BrRG UNIT: H STEF RANGS: @6
LESCRIPTION: MESSENGER

4]

TEF *PATE YEARLY STER ®RATE

£22.00

532.00 .

£54. 6 .65« FRTES
i INC

-00)—!&!!1&(:!'\)-.'

—
o)

OCC CADE : naGa FESFONSE:
USER: ST2 FY: 97 ENT: 22 IZPT: €2 [U: INX:

CLEAF-RETN ENTER-REQ FFI1-HILF FFZ-ELTN PFZ-FORM FFS-LINK FFIB-ENIT

POIPM-0Z ALL PAYSTEPS LISFLAYED; PFZ TO CONTINUE.

Screen 8.11 Pay Exception Codes

1171998 HUTUMHTED EUDGET DEVELUFNENT SN
08:53: 16 PRY EXCEPTION CODE

Fay Fay Pt PERCENT
CODE INCR AHOUNT AIIST DESCRIPTION

(03] 1 LERDWORKER

62 FIREFIGHTER/DRIVER OPERATOR
o3
04
s
@5
[oXg
s
09
10
11
12
15

SFLIT SHIFT

NIGHT DIFFERENTIAL
EDUCATION INCENTIVE PAY
TRADES

FIRE RESCUE
CFPR

- b b b ot e wd ad b s ad e

FIRE COLLEGE PERSONNEL

LINK: RESFONSE:

SER: STZ FY: 97 ENT: 22 DEFT: CS DIU: INN:
CLEAR-RETN ENTER-RER FFI-HELP PFZ-ELTN FFS-FORW PFa-LINK PF10-EXIT
POSRP-03 PRESS PFS TO SEE OTHER PAY EXCEPTIONS.

EUINTPGZ
EUDATPOZ

ASST TRNG OFFCRS CORECTIONL 12 3

CERTIFICATION OF FLORIDA EVALUATORS

WATER AND SEWER TRADE ALLOUANCE
FIRE PERSNL EUF: OFF ICER-IN-CHARGE
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PART 9: FORECASTING SALARY AND FRINGE
AMOUNTS

ABDS forecasts salaries and fringe benefits based on a number of assumptions
and data available within the county pay plan and payroll records. The
assumptions made within ABDS forecasting are the result of consultations with
the Personnel and Finance Departments as well as officials from both the state and
federal governments. This part of the ABDS Manual explains how both salary and
fringe benefit figures are computed. Because of the complexity involved with

‘these calculations, it is doubtful that you can duplicate this forecasting exactly.
Moreover, as will be explained, some of the assumptions are generic to a certain
class of employees, but actual numbers may vary among the individuals within
the class. On average, the salary fringe forecasting done by ABDS is more
accurate than any other method currently available. The final determination of the
rates used within ABDS rests with the Office of Management and Budget.

Most of the budget rates can also be found using Function 50 on the Personnel
and Rates Menu or in the Annual Budget Submission Manual.

Salary Forecast

The salary forecast is determined by the occupation code, step range of the
occupation code, pay step, and pay periods budgeted. Step 99 positions are
treated differently, since the step/occupation code relationship does not exist for
this group of employees. Existing step 99 positions are down loaded with current
biweekly salaries, which ABDS simply computes for the number of pay periods

- budgeted for the new fiscal year. Any adjustments to step 99 salaries are done in
the personnel subsystem of ABDS.

Table 9.1 summarizes the three step ranges used by the county along with their
appropnate pay step and days until merit raise.

Based on the information in the Table 9.1, the days-till-merit is added to the
current anniversary date to determine the next anniversary date. At this point,
ABDS determines the number of pay periods that have been worked at the current
step and increases the pay step by one. This process is repeated until the next
anniversary date is greater than the fiscal year end or termination date (set by the
number of pay periods).
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Part 9. Forecasting Salary and Fringe Amounts

Table 9.1 County Pay Step/Merit Raise Forecast Data
Step Range Pay Step Days Until Merit
3 1 thru 5 182
3 6 364
3 7 thru 8 1,820
6 1thru 9 182
6 10 thru 11 1,820
6 others never
8 I thru 5 182
8 6 thru 8 364
8 9 thru 10 1,820
8 others never

The forecast indicator (ri: field on a detailed personnel screen) identifies the type
~of forecasting that has been applied to a position. Screen 9.1, Personnel Update,
shows the ri'field with the status as "S."

Screen 9.1 Personnel with Forecast Indicator

HUTOMATED EULGET LEVELOFMENT
FERSONNEL AND SALARY  INQUIRY

OSITION INFORMATION:
LNRME: (S———
FOS-TYPE: F RET-CODE:
HIATE: BE/19/ 1939 RDATE: 2 ] :
INDEX CO ENT: : ZPT IT DIV 01 SEC: 1
: 1 EMP-5T: RC TERM-ET: FTE:
ADMIN SECR 1 EARG-UNIT: L
1202.068  FAY-PER-EUDSETED: Z&  FIWLY-HRS:
INFORMATICON: Fl:
ELIG DATE ¥ ENF WSl @MOUNT
1271871995 3 Jpatic 31,482

$Al: St1,402 FOR: 44,221

SEN: I LINK: RESPONSE:

UZER: w12 FY: 9T ENT: @1 DEPT: IT ILlu: IN:: FUNII:

CLEAR-RETN  ENTER-REQ/SCR PF 1-HILP FFZ-ELTN  FFS-LINK FFI0-EXIT
PF11-DETRIL PF {3-EXFENIIITURE

There are three code letters for this field. One of the three will always be
showing. The "L" stands for load, meaning the forecast was done using default
values and the information (pay periods, pay step, anniversary date, and
occupation code) downloaded with the record at the time record data were
transferred from the payroll system to ABDS.

An "S" can also show up in this field. The "S" stands for system, meaning the
record has been changed in some manner other than what came from the load.
The change could be in the anniversary date, hire date, budget status, or others.
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These changes may or may not cause the forecast salary and fringe benefits to
change. . :

The third code letter that can appear here is "O". The "O" stands for override,
meaning the forecast has overridden the default forecast (and values). This occurs
when the pay periods budgeted are altered from 26 for budget status 1 or from 9
for budget status 3 or when the pay periods under the pp field are adjusted.

Pay Exceptions

Pay exceptions increase the salary and fringe benefits of an individual by either a
percentage increase or a dollar amount. Pay exception codes show up in the pAY
EXCEPTIONS: field on a personnel detail screen, and the dollar value shows up under
the exp vAL field. Function 50 on the Personnel and Rates Menu will list the
various pay exception codes and associated computation values (either a percent
or dollar value).

Longevity Bonus

Employees with more than fifteen years of work with the county are entitled to a
longevity bonus. This is a percentage of salary varying slightly depending on the
number of years between fifteen and thirty or a fixed amount, whichever is
greater. The Annual Budget Submission Manual contains a table with the most
current information related to longevity rates.

Retirement

Temporary employees with employee status of "AD" receive retirement after four
months (120 days). Employees other than those with employee status of "AD"
will not have retirement applied if they have less than 10 pay periods worked on
their personnel detail screen.

The retirement percent for regular, high risk and other categories is based on the
current rate and an estimate for the coming calendar year. The State of Florida
determines the annual calendar year retirement percent for all categories in the
Florida Retirement System. This rate is usually set in January each year;
however, the rate is subject to change during the year if actuarial studies or the
state legislature so direct. Further, since the rate is for the current calendar year,
only three months of the upcoming fiscal year fall under this established rate.
Based on history and other factors, OMB determines an estimate for the nine
months of the new fiscal year (January through September) not covered by the
current rate. Thus the rate used for budgeting is a weighted average of the
three-month actual and nine-month estimated rate. '

Social Security

Social Security taxes are paid by all but a handful of county employees. In
general, social security consists of two parts: FICA, employment Insurance,
which is a percent of salaries up to a cap and MICA, for health insurance, which
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is also a percent of salaries up to a cap. Each component is multiplied by an
individual's total salary up to each's salary cap. The salary figure includes the
bi-weekly salary forecast, longevity bonus, annual leave, holiday, and sick leave
amounts (the latter three for retirement or terminated employees), and executive
benefits less any non-taxable amounts such as the reduction in salary for the
flexible benefits program.

Since both MICA and FICA rates and caps are subject to change on a calendar
year basis (by Congress), these figures are certain for only three months of the
next fiscal year (October through December). OMB then estimates the rate and
cap figures for the following nine months of the next fiscal year (January through
September), and like retirement, a three-month actual and nine-month estimated
weighted average is computed and used in ABDS for these rates.

Health Insurance

Individuals are eligible for health insurance after 90 days of employment. ABDS

- takes this into account when computing health insurance for new positions you
enter into the personnel subsystem. Health insurance is not computed for those
who do not meet the 90 day test, whose bi-weekly hours are less than 60, or who
has an employee status of "AD" or "AG." Health Insurance rates are established
by the county manager based on recommendations from the health insurance
committee, whose members include staff from OMB and GSA.

Life Insurance

Individuals are eligible for life insurance after 90 days of employment. ABDS
takes this into account when computing life insurance for new positions you enter
into the personnel subsystem. Life insurance is not computed for those who do
not meet the 90 day test, whose bi-weekly hours are less than 60, or who has an
employee status of "AD" or "AG".

Executive Benefits

The executive benefit rates in ABDS consist of the base dollar amount for each
classification and the car allowance. For group three members, ABDS assumes
each person receives $75 bi-weekly. While this latter figure may not match each
individual's specific level of benefit, on average the group three rate should be
correct for the department.

Flexible Benefits

Flexible benefits in effect reduce the taxable salary for those participating in the
program. ABDS does not compute the effect of flexible benefits on the savings
that accrue in the social security area. In general, the savings for each department
1s too small to make much difference for budgeting purposes.
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PART 10: LINK FUNCTION

ABDS is an intuitive, user friendly system with menus for every function. As you
work in ABDS, you will find yourself using some functions a lot more than "
others, and you will probably find the menu system a little slow for you when you
want to switch from one function to another. The link function can speed up your
movement within ABDS.

The link function allows you to move to any function within ABDS (subject to
security) without using menus. This is done by typing a code, the link code, in

.the LNk: field and pressing PF9. The link code consists of four items, a
combination of two letters and two numbers (or four letters when the link is to a
menu rather than a function): '

B the subsystem identifier, two letters and

B the function number within the subsystem, two digits

Subsystem identifiers are abbreviations of the subsystem names; most are easy to
remember, as shown in Table 10.1.

‘Table 10.1 Link Codes
Identifier |Subsystern Name
PS Personnel and Rates
EX Expenditures
SA Service Adjustments
PA Proposed Additions

RV Revenue

WL Workload Measures
RR Report Request

BP B-Prep

SE Security

TI Tables Subsystem
TG Tables General

TE Tables Expenditure
TR Tables Revenue
TP Tables Personnel

The second part of the link code represents the function number within the menu
that normally controls the task or the menu itself . For example, in the
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expenditure update menu, Function 31 is selected to perform subobject dollar
updates. The link code for this task is EX31 (EX = subsystem identifier,
expenditures, and 31 = the function number within the expenditure menu,
subobject update). So, if you want to move quickly to that particular function
without using the menu system, simply type 'EX31' in the Link: field and press
PF9, and, voila, the subobject update function will appear on your screen.

Screen 10.1 shows an ABDS screen with the link code showing in the unk: field
at the bottom center of the screen. Using this link will bring you to the tables
subsytem for personnel, pay scale by occupation code title. To go to any menu,
the link code consists of the subsytem identifier and MN; for example, to link to
the personnel menu, type PSMN' in the unk: field and press PF9.

Screen 10.1 Example of Link Function

RUTCHRTED BUDGET DEVELOFMENT SaSTEM EUDMDEFT
DEPARTMENTAL MENU EUDNDEFT
e
FLIND NER:

|
ICE LEUEL RTT

REVENUE

: FEZPONZE:
TiIk: INY:

## FLERSE CHECK YOUR BULLETINS FOR UP=TQ-IRTE INFORMATION AEOUT AEDS ww
CLERR-FETN ENTEF-REQ FF1~-HILF FFZ-ELTN FFO=LINY FFU~ESIT
DEFTPM-01 KEY IN SELECTION DATA — DEFRESS ENTER>

The following is an example of how the link function can save you time when
working on your budget. Say you are working in the personnel subsystem adding
anew record. You do not know the exact occupation code to use; so you decide
to look up codes in the tables inquiries subsytem. The steps you would follow are
listed below with and without using the link function. Note that using the link
function in this case saves you five separate keyboard entries.

Without Link Function:

1. Press CLEAR to go from position add to Personnel Menu.
2. Press CLEAR to go from Personnel Menu to ABDS Menu.
3. Enter '09" in FUNCTION NBR: field.

4. Press ENTER to go to Tables Inquiry Menu.

5. Enter '04' in FUNCTION NBR: field.
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6. Press ENTER to go to Personnel Tables Inquiry Menu.

7. Type '02' in FUNCTION NBR: field .

8. Press ENTER to go search for occupation codes by title.
With Link Function:

1. TAB to unk: field.

2. Type 'TP02 in the field."

3. Press PF9 to go search for occupation codes by title.

Tables 10.2 though 10.8 show the link codes for all ABDS functions by
subsystem.

Table 10.2 Personne! Link Codes
Link Code Function
PSMN |Personnel and rates menu

Personnel records--multiple and detail

PS01 by name

PS02  |by social security number

PS03  |by occupation code

PS04 |by social security number

PS60 {add, modify, delete detail
Personnel count by occupation code

PS21  [Inquiry by department

PS22  |Inquiry by fund

PS23  |Inquiry by division

PS§24  |Inquiry by section

PS25  }Inquiry by index
PS26  |Inquiry by subfund
PS27  |Inquiry by project
PS68  |Update by index
Rates
PS50 lCountywide fringe rates
Atuition
PS51  |Inquiry by department
PS52  |Inquiry by division

PS53  |Inquiry by index
PS71  |Update by department
PS72  {Update by division
PS73  {Update by index
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IDENTIFY THE 4 OR 5 FUNCTIONS YOU USE THE MOST; WRITE THEM
ON A PIECE OF PAPER AND TAPE THEM TO YOUR PC FOR EASY _

REFERENCE.
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Table 10.3 Expenditure Link Codes

Link Code |Function

EXMN |menu

Expenditure Inquiries by

EXO0l |fund, department

EX02 |division, fund

EX03 _ |index, fund

EX04 |index, division

EXO05 |object, index

EX06 |subobject, object

Aggregate Inquires by

EX07 |division, department

EX08 |project, fund

EX09 |subobject, department

EX10 |subobject, division

EX11 subobject, fund

EX12  |subobject, project, fund

EX13  }index, project, fund

EX14  |subobject text inquiry

Expenditure updates

EX21 |Subobject add

EX28  |Subobject text update

EX31  |Subobject dollar update

EX32  |Subobject text carryover

Table 10.4 Service Adjustments

Link Code |Function

Service Adjustment Inquiries

SAMN |menu

SAOl |general description

SA02 {gencral text

SA03 |personnel

SA04 |other operating/capital expend

SAQ5 |total dollars

SA06 |justfication text




SA07 |summary by department
SA08 |summary by fund

Service Adjustment Updates
SA51 |general description
SA52  |general text
SAS3  |personnel
SA54  |other operating/capital expend
SASS |total dollars
SA56 |justification text

Table 10.5 Proposed Additions

Link Code |Function

Proposed Addition Inquiries
PSMN [menu
PSO1  |general description
PS02 Igeneral text
PS03  |personnel
PS04  |other operating/capital expend
PSOS |total dollars '
PS06  {justification text
PS07  |summary by department
PS08  |summary by fund
Proposed Additions Updates
PS51  |general description
PS52 |general text
PS53  |personnel
PS54  |other operating/capital expend
PS55 |total dollars
PS56 [justification text

Table 10.6 Workload Measures

Link Code |Function
WLMN jmenu
WLO1 [add
WL02 |modify
WLO03 |delete
WL04  |inquiry
WLO5 |carry over

Part 10: Link Functon
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Table 10.7 Reports

Link Code |Function

RRMN |menu

RRO! |appropriations

RRO2 |personnel

RRO3 |proposed additions

RRO4 |service adjustments

RRO5 jrevenue

RRO6 |B-Prep

RRO7 miscellaneous

RR98  |queuing by user

RR99  |queuing by department

Table 10.8 Tables

Link Code |Punction

General Tables

TGMN menu

TGO1 entity/departments

TG02 entity/department/division

TGO3 entity/department/division/sec

TGO4  |entity/funds

TGOS entity/subfunds

- TG06 entity/project

TGO07 entity/programs

TGOS entity/functions

Personnel Tables

TPMN menu

TPO1 pay scale by occupation code

TPO2 pay scale by occupation title

TPO3 pay exceptions

Expenditure Tables

TEMN menu

TEO1 index code summmary

TE02 |entity/character

TEO3 entity/object

TEO4 entity/subobject

TEOS entity/index code detail




Revenue Tables

TRMN  |menu

TRO1 index code summary
TRO2 entity/character
TRO3 entity/object

TRO4 entity/subobject
TROS entity/index code

Part 10: Link Function
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PART 11: B-PREP

The part of the ABDS Manual will be sent to you in August.
You should keep in mind, however, several important points.

1. When the B-prep system is activated in August, the budget numbers that
are loaded into the B-prep column come from the total column in the
expenditure subsystem of ABDS. That means the B-prep numbers will
become the sum of base, minus service adjustments, plus proposed
additions (or core plus PATCs).

2. You should adjust your numbers within ABDS dunng the summer months
to accurately reflect the county manager's recommended budget, and be
prepared to fine tune the number after the public budget hearings in
September when the Board of County Commissioners passes the various
budget ordinances.

3. When the B-prep system is activated, the numbers in the B-prep total
column will automatically be rounded: salary and fringe amounts to the
nearest thousand dollar and all other subobject codes to the nearest
hundred dollar. '

4. You should try to develop your budgets within ABDS with the same
rounding. (Of course for those salary/fringe subobjects generated by
ABDS, you will not be able to adjust them until the B-prep system is
activated.)
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REPORT BUDB11OR METROPOLITAN DADE COUNTY RUN DATIE:
RPC: 121 AUTOMATED BUDGET DEVELOPMENT SYSTEM RUN TIME:
: SECURITY ACCESS FORM PAGE:

IF TRIS IS A NEW USER I.D. ACCESSING ABDS OR IF YOU ARE MODIFYING
AN EXISTING USER I.D., FILL IN SECTIONS 4, B, AND C ACCORDINGLY.-
IF YOU ARE REQUESTING A DELETION OF A USER I.D., FILL IN SECTION A.
IF YOU ARE REQUESTING A DELETION OF A PARTICULAR ACCESS LEVEL FOR
AN EXISTING USER I.D., PLEASE FILL IN SECTIONS A AND C.

"USER I.D. : 8 TO 7 CHARACTERS INCLUDINC NUMBERS; ID MUST START WITH
A LETTER. IF YOU BAVE A USER I.D FOR ANY OTHER SYSTEM, YOU ARE
REQUIRED T0 USE THE SAME USER I.D. FOR ABDS. '

PASSWORD : 1 TO 8 CBARACTERS INCLUDING NUMBERS.

PRINTER RJE # : REMOTE PRINTER WHERE YOU VOULD LIKE YOUR
REPORIS PRINTED. (DEFAULT N1~0CSIS) :

ACCESS LEVEL : TBE ACCESS LEVEL WILL DETERMINE TBE SCOPE OF
TBE DATA ALLOWED TO BE VIEWED.

EXAMPLEL: EN:01 DP:14 DV:e+ ACCESS WILL BE ALLOWED TO
DEPARTMENT 14 AND ALL DIVISIONS WITHIN IT.

EXAMPLE2: EN:01 DP:67 DV:02 ACCESS WILL BE ALLOWED TO
DEPARTMENT 67 AND DIVISION 02 ONLY.

NOTE: A USER MAY BAVE MORE THAN ONE ACCESS LEVEL (C.1, C.2, C.8).
EACH FORM PROVIDES ROOM FOR TEREE ACCESS LEVELS. IF
ADDITIONAL ACCESS LEVELS ARE NEEDED, PLEASE SUBMIT
ANOTHER FORM.

WHEN FILLING OUT TEIS FORM, PLEASE PRINT.

09/26/9%
08:46:26
84

SECTION A.
USER I.D.: NEW MODIFY DELETE
PASSWORD : (IF NEW USER-ID).

AUTHORIZING SIGNATURE:

SECTION B.

NAME:

TITLE:

SOCIAL SECURITY #: - ' TELEPHONE #: ——

WORK ADDRESS:

PRINTER RJE #:

SEE OTHER SIDE FOR SECTION C.

R
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REPORT BUDB11OR METROPOLITAN DADE COUNTY RUN DATE: 09/26/95
RPC: 122 AUTOMATED BUDGET DEVELOPMENT SYSTEM RUN TIME: 08:46:25
- SECURITY ACCESS FORM PAGE: » 86

SECTION C.

THE FUNCTIONS TO BE ALLOWED BY PLACING A “Y"ES OR «N»Q. NO
ASSUMPTIONS WILL BE MADE (UPDATE DOES NOT IMPLY INQUIRY ACCESS).

SECTION C.01
ENT: __ DEPT: _  pIv: — NEW: _  MoD: — DEL:
INQUIRY UPDATE
VWORKLOAD MEASURES
EXPENDITURES
PERSONNEL
PROPOSED ADDITIONS TO CORE
SERVICE ADJUSTIMENTS
REVENUE
BPREP
APPROPRIATION UPDATE
REVENUE UPDATE
TRANSMIT/CANCEL TO FAMIS BPREP SUBSYSTEM
OMIT/INCLUDE INDEX FROM BPREP TRANSMIT
REPORT REQUEST

SECTION €.02
ENT: __ DEPT: __ DIV: NEW: ___ MOD: __ DEL: ___
INQUIRY UPDATE
WORELOAD MEASURES -
EXPENDITURES
PERSONNEL
PROPOSED ADDITIONS TO CORE
SERVICE ADJUSTMENTS
REVENUE
BPREP
APPROPRIATION UPDATE
REVENUE UPDATE
TRANSMIT/CANCEL TO FAMIS BPREP SUBSYSTEM
OMIT/INCLUDE INDEX FROM BPREP TRANSMIT
REPORT REQUEST

SECTION c.08

ENT: __ DEPT: __ DIV: NEW: ___ MOD: __ DEL: —
INQUIRY UPDATE

WORELOAD MEASURES - -

EXPENDITURES - -

PERSONNEL

PROPOSED ADDITIONS TO CORE
SERVICE ADJUSIMENIS

REVENUE ' : _

BPREP

- APPROPRIATION UPDATE -
REVENUE UPDATE -
TRANSMIT/CANCEL TO FAMIS BPREP SUBSYSTEM : _
OMIT/INCLUDE INDEX FROM BPREP TRANSMIT
REPORT REQUEST - -
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A
ABDS User Review Group, 1
adding
new index code, 51
subobject code, 50
adding new positions, 26
filled, 27
vacant, 27

adding subobject and index codes, 50

Annual Budget Submission Manual, 1, 4,109,111
appropriation reports, 95

attrition, 37

B

base budget, 3

B-prep, 123

B-prep reports, 96
BUDAMENU, 10
budget summary chart, 2
bulletin board, 14

C

conventions, 3
core budget, 4

D

default, 4, 30
definitions, 3

E

error messages, 12
executive benefits, 112
expenditue reports, 58
expenditure inquiries, 44

aggregate, 48

detail, 44
expenditure link codes, 118
expenditure updates, 49
expenditures, 2, 43

F

field, 4

flexible benefits, 112
forecast indicator, 110
forecasting salaries, 109
fringe rates, 37
function keys, 6

G

getting started, 16

H

health insurance, 112
help, 6
help screens, 15

IDs, 5

in-stationed employee, 36
initial steps, 17
introduction to ABDS,

L

life insurance, 112
link code, 115

link function, 115
longevity bonus, 111

M

miscellaneous reports, 97

O

occupation code

adding, 36

deleting, 36

new classification, 27
out-stationed employee, 36

P

passwords, 5
PATC See proposed additions
PATC link codes, 119
pay exceptions, 111
personnel and salaries, 2, 19
personnel link codes, 117
personnel reports, 39, 96
Personnel Summary
inquiries, 34
personnel summary, 34
updating, 34
position record
adding, 25
by social security, 24
controlling forecast, 33
default values, 30
deleting, 33
flagging for termination, 31
muitiple inquiry, 21
update, 23, 29
preliminary budget, 4
proposed additions, 61, 73
proposed additions reports, 96




Index

R

Tcport procassing, 2, 93
print locations, 97
report queuing, 98
Teport request meny, 93
reports link codes, 120
requesting reports, 94
response time, 15
retirement, 111
revenue, 2, 77
adding a revenue code, 83
functions, 77
inquiry, 79
update, 81
reports, 83, 96

S

salary forecast, 32, 109
screen farmats, 11
security aceess, 5
security aceess form, 90
service adjustment reports, 96
service adjustments, 61, 72 inquiries
capital, 69
department priority
other operating, 69
personnel updates, 65
text, detailed, 68
total dollars update, 70
text, general
updates, 2
signing on and off ABDS, 9
SLA see service adjustments
SLA/PATC reports, 74
SLA link codes, 118
Social Security, 111
Step 99 positions
how to give merit raises, 29
subobject code dollar updates, 52
subobject code text update, 55
subobject codes
automatic computation, 19
subobject text carryover, 56

T

tables
expenditure, 103
general, 102
personnel, 107
revenue, 105

tables, 101

tables link codes, 120

\'4
vacant positions, 20
w
workload measures
delete, 87
reports, 90
workload measures, 85
“add, 85
carryover data, 89
inquiry, 89
modify, 87

workload measures link codes, 119
workload measures reports, 97
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